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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of the study was to evaluate the two-year secretarial 
training curriculum at Boston University College of Practical Arts and 
Letters and to recommend curriculum revisions, if necessary, based on a 
survey of approximately 200 two-year alumnae who were graduated frem the 
College with the degree of Associate in Commercial Science between June, 
1948, and June, 1952. 
Analysis of the Problem 
The following subordinate problems were developed in this study: 
1. Were the 1948, 1949, 1950, 1951, and 1952 twe-year 
secretarial studies majors employed in jobs for 
which they were trained? 
2. How soon were Associate Degree holders placed in 
the office jobs -- either before or after gradu-
ation? 
3. Through what source or sources did the Associate 
Degree holders secure their first jobs? 
4. What percentage of the Associate Degree holders 
received post-college training in the business 
field or other fields? 
5. Are the Associate Degree holders satisfied with 
their present positions? 
6. What subjects studied in college do the Associate 
Degree holders consider most helpful in their present 
jobs? 
1. What subjects not taken in college did the Associate 
Degree holders consider would have been helpful in 
their present jobs? 
8. Which office activities were most frequent~ per-
formed? 
9. Which activities were the most frequent~ performed 
in specific areas? 
10. Which activities should be taught in school, on the 
job, or beth in school and on the job in the opinion 
of the Associate Degree holders? 
ll. Which activities need more instruction in school in 
the opinion of the Associate Degree holders? 
12. Have Associate Degree holders been able to adjust 
t hemselves as evidenced by the number of different 
jobs held since receiving their degrees? 
13. In what ways could the college have helped the 
Associate Degree holders more? 
NOTE: These questions rre the same as those used b,y Anna Radzukinas in 
her study (1951) of the four-year graduates of Baston University 
College of Practical Arts and Letters, and were used so that a 
comparison of the results of her study and of this one can be 
made, should such a comparison be deemed desirable. 
Justification of the Problem 
In 1951 a five-year follow-up study and job analysis ef all four-
year and two-year graduates of the secretarial training department of 
Boston University College of Practical Arts and Letters was planned. 
The stuqy of the four-year graduates for the period between 1946 and 
1950 was made. In order to complete the entire survey, however, it was 
necessary to make a supplementary follow-up study and analysis of the 
two-year Associate Degree holders who were graduated from the secre-
tarial training department of the College of Practical Arts and Letters 
between June, 1948, and June, 1952. One of the purposes of these two 
lRadzukinas, Anna, !_Follow-up Study and! Job-Activity Analysis of the 
1946, 1947, 1948, 1949, and 1950 Four-year Secretarial Major Graduates of 
Boston University College of Practical Arts and Letters, Master's Thesis, 
Boston University, 1951, p. 1. 
2 
studies was to determine how adequate the secretarial training curriculums 
at the College have been in preparing two-year and four-year graduates for 
positions for which they were trained and determine the specific "on-the-
job" activities which are currently being performed by them. 
The current official bulletin of the College of Practical Arts and 
Letters states that the College "provides opportunities for speciliza-
tion in secretarial and allied studies ••• The word 'Letters' in the 
College title represents the foundation of cultural studies upon which 
the various vocational programs or 'Practical Arts' programs are based.1 
The two-year general program for prospective secretaries leads to the 
degree of Associate in Commercial Science and is designed to meet the 
needs of young women who wish to be prepared quickly for secretarial 
service and includes academic as well as vocational courses.2 Years of 
experience have shown us that it is the young women with well-integrated 
personalities and thorough educational backgrounds who fully meet the 
demands of prospective employers and who achieve the greatest success and 
get the most satisfaction from their work. It is the objective ef the 
College to develop personal traits and supply the vocational knowledge 
sought by prospective employers.3 In every business, in every profes-
sion, there is the need for well-trained secretaries. Secretarial skills 
may be used as an entree to advanced interesting fields. Secretarial 
lBoston University Bulletin, College of Practical Arts and Letters, 
1952-1953, P• 13. 
2Boston University Bulletin, College of Practical Arts and Letters, 
1952-1953, P• 16. 
3The Key ~ ! career, Boston University College of Practical Arts 
and Letters, p. 1. 
3 
training balanced with an equal number of academic courses is often the 
stepping stone to a more important position. The two~year program at 
the College not only prepares students for the general duties of a pri-
vate secretar.y, but it 'opens the door• to a wide variety of' careers.l 
Secretarial work is not a field in which one or two specific talents are 
necessary to success. By means of proper guidance the individual student's 
outstanding talents are developed to the best advantage of the student. n2 
Since occupational needs are ever changing and since the College 
serves the community by being a major source of supply for mature, 
efficient, well-trained office workers, it is imperative that the College 
secretarial training curriculums be evaluated frequently by means of 
surveys, and revised if necessary lest they become "traditional." At the 
time of this study employment standards were below norm.a.l, but since at 
least some of the statistics were furnished b.1 graduates who were init~ 
placed when · the employment standards were much higher and because the 
results of the survey will apply directly to the students in tb.e future, 
the economic environment appeared to be ideal for the study and the analysis. 
The purpose and value of research as a part of curriculum development 
and/or revision is clearly stated in Vol. II, 1945, of the American Business 
Education Yearbook. 
"A local survey made in a town or cOlllllunity should 
reveal what will be required of the students when they be-
come employees. It is then up to the school to organize 
the curriculum· eontent to meet these requirements. 
"The degree to which these outcomes are to be achieved 
in a given community represents the standards to be achieved 
by the schools of that comnru.nity. Whether one or two years 
should be devoted to these objectives has not been considered. 
Details of content, and extent of complexity, local matters 
!ibid, P• 2 
4 
• 
which will affect the time to be devoted to the work, but 
whatever they are, the standards to be achieved must be set 
up by the prospective employer and not by the school."l 
Guidance at the College of Practical Arts and Letters is a major 
function in the training of the students. The guidance program, like 
the various programs of study, must be kept up to date and revised when 
necessary. John Tabb, explained the important part guidance must play in 
training the individual for his place in business. 
"When a student considers majoring in the business 
education course ••• he should be provided with a clear 
picture of the occupational possibilities of a graduate in 
this field. Information on the vocational status of busi-
ness education graduates in their incipient years of em-
ployment should be available. School administrators, busi-
ness teachers, and vocational counselors can obtain guidance 
information from a survey of the experiences of recent grad-
uates to aid the student in making his choice of a course -of 
study."2 
A member of the Philadelphia Committee said, 
"Standards of proficiency should be determined primarily 
by job standards and should exceed actual job standards by a 
comfortable margin for businessmen welcome the dividends by 
highly efficient labor."3 
"Vocational guidance is really an innate function of 
the business program since the student is constantly reminded 
of what is needed in business, and procedures are based on 
business requirements.n4 
Another member of The Philadelphia Committee emphasized the important 
part adequate vocational guidance plays in youth adjustment when he said, 
"As I see it, we need: 
lvo1. II, 1945, p. 188-189, The American Business Education Yearbook, 
"Improving Learning and Achievement in Business Education." 
2Tabb, John W., "Vocational Status of Business Education Graduates," 
The Balance Sheet, May, 1953, p. 388. 
3The Philadelphia Committee, "Function of Business Education in a 
Democracy," Fourteenth Yearbook, Eastern Business Teachers Association, 
1941, P• 21. 
4Ibid, P• 41. 
1. Better vocational guidance. To provide students with the 
most nearly accurate information obtainable on the trained 
personnel requirements in different professions, occupations, 
and industries. This information should be accompanied by 
statistics from educators showing the occupational selections 
of students in the different classes. 
2. Early assistance in judging and detecting individual aptitudes. 
The student should be helped to decide, as early as possible 
in his schooling, the division of business or the profession 
which he desires to enter. 
3. The best possible placement assistance, conducted as a coop-
erative endeavor by industry, the professions, and educational 
institutions, to help the trained graduate get the job for 
which he is quali£ied. nl · 
"The introduction of machines should follow a survey of the 
demand for operators."2 
As one more reason to justify" the survey, it should be pointed out 
that no recent survey of the two-year secretarial graduates of the College 
of Practical Arts and Letters has been made and this fact, too, indicates 
the need for and justi£ication of such a study. 
Tho~s J. Ttlatson, Chairman of the Board of the International Business 
Machines Corporation, N:ew York, ably described "Research" in his editorial 
which appeared in THINK maga~ine recently. 
"Devoted men in every branch of science are dedicating 
their lives to research -- increasing our knowledge of the 
world and contributing to our improvement and progress. 
"The importance of this research is appreciated b,y all 
of us, but research must not be confined to the scientist alone. 
"Dr. Charles F. Kett ering has defined research as 'siJTJp:cy 
finding out what you are going to do when you cannot keep en 
doing what you are doing now. • 
!Ibid, P• 146 
2Katenkamp, "Problems of Office Practice for Clerical Majors," 
Thirteenth Yearbook, Eastern Business Teachers Association, 1940, p. 247. 
6 
"That definition places all of us in the position or 
research engineers because no thinking person would like to 
continue doing for the rest or his lite exac~ what he 18 
doing now." • • • 
"Let us as individuals undertake a personal research 
progrut to determine what changes we can make which will add 
to our happiness and well-being, as well as to the happiness 
and well-being of our fellow man. n~ 
Deliml.tation or Prob~-
This study was limited to a survey of the occupational activities of 
the two-year secretarial JB&jors who were graduated during the past five 
years -- 1948 through 19 52. The stud;y did not include the two-year gradu-
ates majoring in retailing, clothing, foods and nutrition, applied art, or 
interior deeign. 
Organization of the Study 
In carrying out the study 1 and in interpreting and recording the re-
sults 1 chapters have been developed as f'ollm: 
Chapter I contains a statement or the problem together with its 
ana.:cy-sis, justification, and del:l.Jdtation. Chapter II is baaed on a re-
view or related literature and a brief' history of the College of Practical 
Arts and Letters with emphasis on the development of the Associate Degree 
program in secretarial training. A description or the procedure followed 
in completing the study is given in Chapter III. The tabul.ations, lllDD.-
maries, and conclusions based on the facts received in the questionnaires 
and check lists are found in Chapter IV, V, and VI. Final17 Chapter VII 
presents the recommendations f'or revising the two-year curricul'UIIU!I at the 
College ot Practical Arts and Letters 1 based on the comments made by' those 
graduates who returned the questionnaires and job activities analysis sheets. 
lWatso~, Thomas J~, "Research," Think Magazine, Februaey, 1953, P• 2. 
7 
CIIAPTER II 
REVIEW OF RELATED LITERATURE 
Curricul.um Development 
According to Bristow, any business curriculum to be potent~ 
success.tul must be developed on sound prineiples and procedures. Com-
prehensiveness (the curricul.um conceived as a whole and all aspects of 
the curriculum in colla bora ti ve relationships), arliicula tion (students 
move on continuous basis free from educational handicaps caused by dif-
ferent educational philosophies or different stages of curriculum re-
organization), and fiexibility (curriculum modifications possibl.e without 
difficulty and adaptations to specific group needs :u.de with ease) 
characterize an adequate program of curriculum development.! He further 
states that the subject matter should follew a psychological order and 
the activities, experiences, and sterials should be arranged ••• to 
give the learner care.f.'u.lly planned guidance; allow for desired growth 
and deve1opment; promise economy of teaching and 1earning; be conceived 
of as units in a total. design; and provide for real experience with actual 
material. 2 An integral part of a program of ourricullllll development shcW..d 
be a pl.an or research involving the appraisal. of procedures, ma.terial.s, 
and practices • .3 
The objectives of vocational business education is preparation for 
gainful employment in a particular occupation. Not oncy spec:Lf'ie business 
information and business skills but also infonna.tion, attitudes and other 
personality factors must, therefore, be considered to be in the province 
of the vocational. business curriculum. Because general education is essen-
tial. to effective vocational competency, it must be considered part of the 
~Bristow, William H. , "Basic Procedures in Curriculum Deve1opment," 
The American Business Education Yearbook, 1947, THE CHANGING BUSINESS EDUCA-
TION CURRICULUM, p. 3, 4. 
2Ibid1 P• 8. 
3Ibid, P• 15. 
vocational business curriculum. Basic business education -- those teaching-
learning experiences that f'urnish exploratory, guidance, and personal-use 
experiences preparatory to vocational training as well as general education 
should also be included as a prerequisite f'or advanced vocational education.1 
Only students with def'inite vocational objectives should be admitted to 
vocational subjects. Basic business courses, on the other hand, should 
have no such limitations, f'or those courses have personal use, guidance, 
exploration, and social values from which any student, irrespective of' his 
occupational objective, can profit. The principles for curriculum revision 
are the same as apply when an entirely new curriculum is being set up. 
All who are in any way responsible for business education are anxious 
to become alerted to more modern and more effective means of constructing 
9 
f'unctional curricula. Some of the more recent changes may be listed as follows: 
1. More learning in less time. 
"Stimulated by results of training programs of the 
Armed Service, teachers and supervisors of business 
education have discovered new possibilities of help-
ing students learn more quickly and efficien~.n2 
2. School-Work Programs. 
•Experience in recent years has shown that many young 
people can be kept in school longer if they are allowed 
to attend classes for a part of the school day and then 
to enter employment on a part-time basis.n3 The coopera-
tive part-time type .of school-work experience is designed 
for specific occupational training of high school stu-
dents in the type of work in which the trainee plans to 
become a full-time employee. As a result, the individual 
while still a student, comes face to face with specific 
job requirements and also with social security, taxes, 
lFisk, McKee, "Principles of Curriculum Construction in Vocational 
Business Education," The American Business Education Yearbook, 1947, 
fHE CHANGING BUSINESS EDUCATION CURRICULUM, P• 35. 
2Humphrey, Clyde W.; Toll, Lewis R.; Lamb, Marian M.; "Recent 
Developments in Business Education," The American Business Education 
Yearbook, 1947, THE CHANGING BUSINESS EDUCATION CURRICULUM, P• 346. 
3Ibid, P• 349. 
customers 1 time schedules 1 competition, wage-and-hour 
laws, business risks, financial and credit instruments, 
and requirements for success and promotion.l 
3. Model Offices and Stores. 
Model office units have been in operation in a large 
number of' public and private schools for some time, 
but the use of model store units is a comparatively 
recent developm~nt1 and their numbers have multiplied 
during the past few years.2 Where the functions or 
model offices and model stores are properly conceived 
and properly put into practice, their use not only re-
duces the amount of in-service training necessary for 
initial job proficiency but also serves to increase 
the trainee's opportunities fQr early promotion.3 
4. Student Organizations. 
Extra-curricular activities if the,y are correlated 
with business practice~ should be an integral part 
of business education.4 "Current revival of interest 
in student clubs and conferences and the renewed 
vigor 1li th which they are now being promoted may well 
be considered one of the more encouraging recent 
developments in business_ education. Club and con-
ference activities • • • are making definite contri-
butions to individual student development. They are 
helping to promote greater interest in the field of 
business, closer cooperation between the community 
and the school, and a better understanding between 
youth and adults as to their responsibilities to 
each other and to the life of their community."$ 
5. Pooling Information and Ideas. 
•That two beads, and sometimes several, often are 
better than one for working out problems and projects 
in business education may be one reason that so ~ 
different kinds of conferences, institutes, clinics, 
and worksgops are being held in various parts of the 
country.n · 
6. Joint Association Activities. 
An important step was taken when business educators 
libid, P• 351. 
2Ibidl P• 352. 
3Ibid, P• 355. 
4Ibid, P• 355. 
5Ibidl P• 357. 
6Ibid, P• 358. 
lO 
formed the National Council for Business Education. 
The purpose of this organization "was to unify and· 
coordinate the work of local, state, regional, and 
national business education assoeiations,•l and a 
I 
by-product was the impetus it gave to the unifica-
tion of other business education groups. 
1. Federal Office of Education Reorganization. 
The Business Education Service, a division of the 
u.s. Office of Education, now has five pro~essional 
staff positions in teacher training, adult education, 
research, and program planriing. This organization 
has made a more satisfactory leadership in all phases 
of business education possible.2 
8. Better Business Service. 
It is expected and hoped that service will again be 
the cornerstone of business in America. The customer 
will then seek service in .addition to quality and price 
of goods. Schools are aware of the need for training 
that will result in improved services and they are, 
therefore, cooperating more and more with business so 
that better employee training programs will be developed 
to meet this need. 
9. Advances in Personnel Administration. 
•Personnel administration • • • is being raised to 
the level of top management • • • Their chief concern 
is with long-range planning for the improvement of 
employee-employer relations through cooperative ef-
forts of schools and business.•) Representatives of 
business and of education are joining forces to im-
prove personnel administration in business and to 
improve training programs in schools. 
10. Collegiate Business Education. 
libid, 
2Ibid, 
3Ibid, 
4Ibid, 
Since World War II and the resulting influx of 
veterans to colleges and universities, business 
education on the post-secondary school leVel as 
well as in colleges and universities is exp~d­
ing and its continued growth seems assured.•4 
P• 364 - 365. 
P• 367. 
P• 369. 
P• 376. 
ll 
ll. Ex:pan<!fng Programs in Adult Education. 
"The shorter world.ng week, higher age levels for 
entering regular employment, wider use of scien-
tific managemEnt, new and improved business ma-
chines and equipment 1 further specialization of· 
work, increased consumer demands, new merchandise 
and services, grea tar interest in small busines~ 
proprietorship, keener desire for steady promotion 
and ear~ retirement -- these are among the factors 
that have stimulated the appeal of adult business 
training designed especiall.y for job improvement 
and advancement.nl 
12. li>re Funds for Business Education. 
The Oeorge-Barten A.et wa.s passed in 1946, and it 
provid88 for an annual. appropriation at $28,500,000 
to extend vocational education as dr-eloped under 
previous vocational education acts. 
13. Teacher-training and Supervision Programs. 
A major problem of leadership is the integration 
of the various aspects of this phase of education --
distributive, office, managerial, and professional. 
There are many more advancements in vocational education that have 
been made, but these thirteen will serve to illustrate the scope of the 
developments that have resulted in better and more effective programs of 
study and which, in turn, should result in better business and better 
services. 
At this point it seems fitting to trace the history of business 
education in order to understand more f~ and to appreciate the back-
ground that produced these recent changes. 
A Brief History of Business Education 
In Colonial days the education for business pursuits which was pro-
vided by the public schools was given in what were lmown then as the 
"Reading and Reckoning Schools." These corresponded roughly to the 
!Ibid, p. 377. 
2Ibid, P• 380. 
12 
elementary schools of today. Three subjects - penmanship, arithmetic, and 
less often, bookkeeping - which were considered as helpful in preparation 
for business pursuits were often included in these schools.1 One of the 
earliest of these schools was in Plymouth, Massachusetts, established in 
1635. Here the pupils were taught "to read, write, and cast accounts.n2 
This training no doubt had as its purpose preparation for bookkeeping. 
In 1710, an act was passed to provide for the appointment of "a fit person 
to teach the youth of this province to write and also the principles of 
vulgar arithmetic and merchants 1 acoount.s.n3 
Franklin Aoade~, organized in 1751, attempted to provide education 
on the secondary level. One department of this school was devoted to 
preparation for commerce and industry; and penmanship and arithmetic were 
included in the first curriculum. 4 Philadelphia Academy, which began in 
1800, offered "writing, arithmetic, and mercantile accounts.n5 
The first public ~ school to include business training (book-
keeping) in its curriculum from the start was the Boston English High 
School. There was a law in Massachusetts, effective in 1827, which re-
quired that "every community with five hundred or more families must 
1 Bristow, William H., "Basic Procedures in Curriculum Development.'' 
The American Business Education Yearbook, 1947, THE CHANGING BUSINESS 
CURRICULUM. 
2Monroe, Walter Scott, DevelEament of Arithmetic !! ! School Subject, 
Department of Interior, Bureau of ucation, Bulletin No. 10, 1917, p. 22. 
3eooper, T. and McCord, D.J., Editors, Statutes !!:_ Large, South 
Carolina, 1836 - 1841, P• 346. 
4Knepper, Edwin G., "Historical Development of the Business 
Curriculum," The American Business .Education Yearbook, 1947, THE CHANGING 
BUSINESS EDUCATION CURRICULUM, p. 18. 
5united States Gazette and Philadelphia Advertiser, April 12, 18oO. 
include bookkeeping as a school subject.l In 1854, in St. Louis~ it was 
recommended that phonography be included "in the grammar and high school 
as one of the regular branches of study, 11 and as early as 1862 in St. 
Louis phonography bad become a required subject for all pupils.2 Com-
mercial law was introduced in the Columbus, Mississippi, high school in 
1872. Graduates of the commercial department of the Pittsburgh, Pennsyl-
vania, Public School were required "to pass an examination in theoretical 
bookkeeping, practical bookkeeping, commercial law, penmanship, business 
forms, business correspondence, and office practice. An elaborate system 
of offices was provided for practice and each pupil was supposed to do 
satisfactory work in each of the offices before he could be graduated.n3 
It is quite evident, even with these feeble early attempts which were 
made in business education, that no serious attention was given to this 
phase of education previous to 1890.4 However, at this time commercial 
education began to move forward rapidly in the private business schools 
and threatened the future of business education in the high schools. Two 
possible solutions ware proposed: (1) vocational training might be con-
sidered improper or impossible for the high school, and, therefore dis-
carded or (2) the high school might compete directly with the private 
business school. The former solution was tried first because it was 
thought that the best education for all pupils of high school age was 
that education which prepared for college and that college preparation 
1Annual Report ~ the Superintendent of Schools, Boston, 1928, P• 43. 
2Annual Report of the St. Louis Public Schools, Vol. I, Years 1854 -
1860, P• 379. ----
3Fifth Annual Report of the Superintendent ~ Public Schools of 
Pittsburgh for the School Year Ended September 1, 1873, p. 56. 
4stout, John Elbert, The Development of High School Curricula in the 
North Central States from 1~1916, Chicago-university Press, 1921, p.251. 
was as good as any other for preparation for business vocations. In less 
than ten years this position could no longer be defended and the high schools 
went into direct competition with the private business colleges. This step 
necessitated the adding to the single subject, bookkeeping, two companion 
subjects, shorthand and typewriting. 
Business education has been but little influenced by the educational 
systems of foreign countries. Much of the opposition to the introduction 
of foreign curricula into the vocational school was based on the opposition 
to any curriculum which 1J0uld deprive the pupil of continuing on in college 
should he later decide to do so. Out of this desire to "keep the way 
open" for a change in mind grew the anxiety of business educators through-
out the early years of business education in the high school to secure 
"recognition" for commercial subjects.l 
The junior high school movement gained momentum during the first 
two decades of the twentieth century. A new subject, junior business 
training, which was e~ected to furnish a vocational preparation adapted 
to the age of pupils of junior high school level, was introduced. Legis-
lation raising the age level for legal employment of youth has been par-
tially responsible for more emphasis on basic business education in the 
high school curriculum not ooly for the vocational business student but 
for all other future citizens. 
The private business college grew out of an economic need. It 
developed when there was no adequate school 6,1Stem to provide the neces-
sary preparation for business employment. First came the itinerant pen-
manship teachers. It soon became common for the penmanship teachers to 
include bookkeeping in their classes which were then becoming more stationar,y, 
lKnepper, Edwin G., "Historical Development of the Business Curriculum~" 
The American Business Education Yearbook, 1947, THE CHANGING BUSINESS EDUCA-
TION CURRICULUM, P• 21, 22, 23. 
often being continued for several months at the same location. These 
teachers later began to establish schools for pro~ective business 
employees. They taught not only writing and bookkeeping but also arith-
metic and even English Composition. About 1820 the private business 
college came into being with a fairly definite program of work for those 
who wished to prepare for business employment.1 T,ypical of the offerings 
of the 1850 business college was Comer's curriculum which listed "practical 
instruction in Mercantile Writing, Commercial Calculation, Bookkeeping and 
the general duties of the Counting-Room.n2 
The Business College Era3 __ a span of some forty years following 
1652 when the private business schools were the dominating institutions 
for business education -- was the next step in the development of business 
education. The Philadelphia Commercial College claimed to have "a faculty 
which included instructors of plain and ornamental penmanship, of the 
science of accounting and commercial calculations, of mathematics, engineer-
ing, and drafting, and lectures on political economy, on commercial law, 
and on the duties of businessmen. n4 
Phonography, as shorthand was called at that time, was introduced 
into many of the commercial colleges during the decade of the 1860's but 
it appears to have made comparatively slow progress until the typewriter 
was invented. · By 1885 instruction on the typew.ri ter and shorthand in-
struction bad become inseparably joined together in the business college.5 
With the establishment of shorthand and typewriting as part of the cur-
riculum for business schools, there came a new and more important demand 
libid, p. 24, 25, 26. 
2eomer, ! Simple Method of Keeping Books, p. 104. 
3Knepper, E.G., ! History of Business Education in U.S.A., P• 1 - 4. 
4North American and u.s. Gazette, September 5, 1855, McElroy's 
Philadelphia Directory of rabo. 
5o•Keefe, David H., TYPewriters and Typewriting Contests in America 
Before 1890. 
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for greater emphasis on English including spelling, grammar, and letter-
writing. 
By the end of the Business College Era, a whole new area of commercial 
education had been acquired by business colleges, that of secretarial train-
ing. Business schools took an early part in the development of commercial 
teacher-tr-aining and, in fact, carried most of the responsibility for the 
preparation of commercial teachers during a large part of the quarter 
century following 1890. High school teachers of business subjects were 
recruited for the most part from other teaching fields after such teachers 
had been instructed in the three main commercial subjects in business 
colleges.1 
The normal schools began to assume the responsibility far including 
commercial subjects in their teacher-training programs. It would appear 
that they had an important place to fill in providing appropriate one-year 
and twe-year curricula for high school graduates who wished to prepare 
for bookkeeping and secretarial positions in the post-high school years 
but who did not intend to spend four years in such preparation. 
The colleges, too, recognized their responsibility to business and 
industry and Girard College in Philadelphia offered commercial studies as 
early as 1849. Eventually this institution developed a ver.y strong cur-
riculum in that area.2 It is probable that a higher standard of work ~s 
required and that it was intended for those students who had no intention 
of remaining in college for more than a year or two and who wished to be-
come employed very soon. 
The First Annual Report of the Board of Trustees of the Illinois 
lKnepper, Edwin G., "Historical Development of the Business Cur-
riculum," The American Business Education Yearbook, ~947, THE CHANGING 
BUSINESS EDUCATION CURRICULUM, p. 28. 
2Herrick, Cheesman A., ! History of Girard College, 1927, p. 250. 
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Industrial University for the year ending June 13, 1868, announced an 
elaborate arrangement for a ncCDmercial. department" to offer work n equal 
in every respect to that given in the best commercial colleges. n Three 
years later this "commercial department" was given the name "School of 
COJIIIlerce" but the curriculum was not changed and it appears that the so-
called "school" was of rather short duration.1 
The first effort to place business education on a trul:y university 
level probab:cy was at the University of Pennsylvania in 1881 when the 
Wharton School of Commerce was started. This school first offered a 
three-year curriculum but later reduced the thle to two years although . 
still granting a bachelor's degree to graduates of the curriculum. By 
1889 the curriculum had beEil extended to four years but the work had be-
come quite academic and theoretical rather than practical.2 The onlT 
business subjects included in the firet year were accounting (required) 
and practical economic problems (elective). Required in the second year 
were: practical finance and foreign exchange, business law and contracts, 
theor;y am geography of commerce, and political economy. Academic work 
made up the rest of the curriculum for this year. 
The certified public accounting movement, which got under wq in 
the last decade of the nineteenth centU17 and continued rapid:cy' into the 
twentieth century, had a marked influence on the development of greater re-
spect for business training. In line with this movement, but not until 1942 
d:id the business career women organize the National. Secretaries .Associa-
tion which was "designed to promote the educational, professional and 
social. standards of those in the secretarial profession ••• The major 
IKllep~er, Edldn G., "Historical. Development of the Business Cur-
riculum," The American Business Education Yearbook, 1947, THE CHANGING 
BUSINESS EDUCATION CURRICULUM • 
2Report of the United States Commissioner of Education for 1889 -
1890, p. 1868. 
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program sponsored by the National Secretaries Association is the Certified 
Professional Secretary program. This is an intensive course covering every 
phase of business, and is available only to qualified secretaries.n1 
Examination centers are established through the cooperation of educational 
institutions. In 1952, Boston University College of Practical Arts and 
Letters cooperated with the National Secretaries Association and administered 
a complete Certified Professional Secretary Examination. 
The program of courses in business in the American colleges and uni-
varsities is of more recent origin than that of either the secondary school 
or the business college. In the early days of collegiate training for 
business, the objectives were (1) to give an adequate education in the 
principles underlying successful civil government, and (2) to give a 
training sui table for those who intend to engage in business or to under-
take the management of property.2 
The most common objective of the members of the American Association 
of Collegiate Schools of Business, which was organized in 1916, is to give 
training in the general fundamentals of business and business administration. 
The second objective is to give training for certain specialized fields. 
The third and fourth objectives are to give training for business leadership 
and to build a cultural and ethical founda ti.on.3 
A survey made by the University of Denver in 1940 concluded that in 
the near future practically all schools of business will see the need for 
lnThe National Secretaries Association Bulletin," Kansas City, 
Missouri. 
2The Wharton School of Finance and Commerce, ANNOUNCEMENT, 1933 -
1934, Philadelphia, University of Philadelphia, 1933, p. 19. 
3Puckett, Cecil, "Curriculum Practices, University Level," The 
American Business Education Yearbook, 1947, TF~ CHANGING BUSINESS EDUCATION 
CURRICULUM, p • 219. 
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training secretaries and teachers. When that time comes, college credit 
will be given for the skill subjects.l 
Today most colleges of business do plan a two-year vocational program, 
although it is not always widely publicized, for those students who cannot 
remain in school four years. One-year programs are also arranged in many 
colleges to meet vocational needs of students who are financially equipped 
to stay only one year. Usually no degree is offered for the satisfactory 
completion of this one-year program. However, at the Boston University 
College of Practical Arts and Letters a one-year program, designed pri-
marily for graduates of accredited four-year colleges, is offered and a 
Bachelor of Science degree is granted to those already holding Bachelor 
Degrees if they complete the course requirements satisfactorily. Those 
students who are not degree holders but who complete the requirements 
are granted certificates at the end of one year's study. If those students 
have previously completed satisfactorily one or more years of academic 
work in an accredited college or university, they are permitted to pursue 
a one-year comprehensive program of study in commercial science, and upon 
the satisfactory completion of the course, are granted an Associate's 
Degree.2 
Since this survey is based on the activities of two-year Associate 
in Commercial Science Degree holders of the Boston University College of 
Practical Arts and Letters during the past five years, it is in order to 
include in the study a brief history of that College and its part in the 
development of business education. 
libid, p. 221. 
2Boston University College of Practical Arts and Letters Bulletin, 
1952-1953, P• 15. 
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A Brief History of the Boston University College 
of Practical Arts and Letters 
The Boston University College of Practical Arts and Letters, under 
the outstanding leadership of its founder, Dr. T. Lawrence Davis who has 
been Dean of the College for the past thirty--four years, has played a 
major part in developing business education and secretarial training on 
the college level. 
In the early days of World War I, the foundation -- at least the 
mental foundation -- was laid for the College of Secretarial Science later 
known as the College of Practical Arts and Letters. It was based on the 
premise, "The Substitution of Women for Men in Industry." The College 
has become broadly useful as an institution in which all vocational pro-
grams are based upon a solid foundation of cultural studies. In 1919, 
to meet the constantly increasing demand for secretarial courses of 
college grade, the plans for the new College were approved b.r the Trustees 
of Boston University. Soon afterwards the names of fifty guarantors were 
secured and with this backing on May a:, 1919, the College was established 
as an integral part of Boston University, with a course of study leading 
to the degree of Bachelor of Secretarial Science. The following September 
the doors were opened to over three hundred young women who constituted 
the first class. The physical facilities were confined at first to the 
old School of Pharmacy building on Garrison Street. The range of studies 
was limited at the outset because Dean Davis held to the fundamental theory 
that no new course should be added to the curriculum until there was a 
proven need for it and until there was a qualified person on the faculty 
to teach the new course. Physical facilities expanded in direct propor-
tion to the growth of the College's reputation and popularity which 
2l 
reached national proportions.1 
The early work of the College was separated into two general divisions 
of instruction: Secretarial Science and Training in Personal .A!fairs 
Management. The Secretarial programs included the cultural and technical 
subjects so necessary to the development of secretaries of broad vision --
women conscious of their duties and opportunities as citizens of the State, 
members of the office organization, or administrators in a home. The 
Secretarial Science Division (which served as the background for the 
Associate's Degree program), offered a two-year certificate course de-
signed to prepare students for efficient service as private secretaries. 
The four-year degree course was developed "to equip young women for such 
positions as executive secretaries in business organizations or educational 
institutions, social secretaries, secretaries to professional men or women, 
civil service secretaries, office managers, assistants to public accountants, 
and teachers of commercial science."2 A one-year intensive course for 
graduates of approved colleges was also included in the currieullllll. 
The College of Secretarial Science was one of the first university 
departments in the country to recognize and meet the educational require-
mente of women who might be called upon to manage or supervise personally 
their own estates. The courses of the Personal Affairs Management Division 
were open to women of maturity as well as to young women who wished to 
elect courses of this character in connection with cultural or technical 
subjects of the Secretarial Science Division. Those who presented evidence 
1stetson, Graydon, "College of Practical Arts and Letters and 
Dean T. Lawrence Davis, S.C.D., .Ed.D., LL.D.•, Bostonia, December, 1947. 
2Boston University Bulletin, Vol. VIII, April 20, 1919, No. ll, P• 5. 
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of qualification for the college work were accepted without examination, 
as special students.l 
In the 1921 official Boston Universit,y Bulletin there appeared the 
following statement describing the chief aim of the College made b.Y its 
faculty. 
"The chief aim of the faculty is to help young women to live lives 
of genuine worth; to provide the broad and liberal equipment which is 
vi tal to those who must assist eventually in shaping the policies of our 
Nation and our business institutions -- those who are destined to become 
the guiding force in the Americm homes of the future. The Faculty pro-
vides programs of stu~, in the Day Division, for two classes of young 
women students: 
1. For those who wish to enter the field of secretarial 
service or the profession of teaching. 
2. For those who have no intention of becoming secretaries 
or teachers but who desire to be trained by a college 
program which combines courses in business methods and 
household management with such subjects as are found in 
colleges of arts and science~2 
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During the past thirty-four years, the College has grown and developed, 
and today the purposes of the College are described in the current Boston 
University Bulletin of the College as follows: 
"The College of Practical Arts and Letters provides opportunities 
for specialization in Secretarial and Allied Studies, Commercial 
Illustration, Book Illustration, Fashion Illustration, Interior 
Decoration, Retail Merchandising, Clothing, Foods and Nutrition, 
the teaching of Business Subjects, the teaching of Art, or the 
teaching of Home Economies. 
lrbid, P• 12. 
2Boston University Bulletin, Vol. X, June 20, 1921, No. 18, p. 7. 
"A prospective student, planning to enter as a Freshman 
and to specialize in Secretarial and Allied Studies, does 
not actually need, before entering this College, to choose 
with finality a one-year, a two-year, or a four-year program. 
She may find it advantageous, at first, to consider herself 
a one-year or a two-year student taking the basic program 
of study. This program provides for (1) general secretarial 
proficiency, offers (2) a Certificate or an Associate's 
Degree, or prepares for (3) specialization in medical secre-
tarial studies, legal secretarial studies, teaching of busi-
ness subjects, or a combination of studies -- such as secre-
tarial studies with liberal arts courses, secretarial studies 
With journalism, secretarial studies with speech and theatre, 
secretarial studies with public relations, secretarial studies 
with radio, secretarial studies with accounting, or secretarial 
studies with advertising and retailing.•l 
The results of this survey . as interpreted in the following chapters 
will indicate, to some extent at least, whether or not the objectives of 
the two-year secretarial training curriculums are being met. 
lBoston University Bulletin, College of Practical Arts and Letters, 
Vol. XLI, June 24, 1952, No. 16. 
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CHAPTER III 
METHOD OF ffiOCEDURE 
The steps taken in solving the problea outlined in Chapter I are 
listed below: 
1. Permission to make a survey of the Boston University 
College of Practical Arts and Letters two~ear Associ-
ate Degree holders for the past five years was obtained 
.f'rcm Doctor T. Lawrence Davis, Dean of the College. 
2. Related literature was read and analyzed to aid in the 
formulation o.f' a background .f'or the study. 
3. A check list and questionnaire were prepared for use in 
making the survey. These research materials were based 
wdnly on those used by Radzukinas and Aulisi in their 
studies. Changes in set-ups and headings, based on the 
particular needs o.f' the group to be studied, were made. 
4. A transmittal letter to accompany the check lists and 
questionnaires was prepared and each copy was individ~ 
signed by the Dean. 
S. Copies or the check list and questionnaire were sent to a 
number or secretaries as a tryout. From the results ob;.. 
tained, a few minor revisions were made in the list of job 
activities. 
6. A card index or the holders o:f .Associate Degrees in Com-
mercial Science .for the period between 1948 and 19S2 to-
gether with their addresses was prepared. 
7. The questionnaire and cheek list, with the letter of 
transmittal, were sent to 310 two-year degree holdere. 
One hundred sixty-seven returns ( S4 per cent) were re-
ceived and tabulated. 
8. Approximately three weeks after the mailing of the re-
search materials, postal cards were sent to those who 
had not replied. Three weekB after the mailing or the 
postal cards, another nrollow up" o.f those graduates who 
were listed in the Boston telephone directory was made 
by telephone. 
9. The data received were tabulated and analyzed. 
10. Conclusions were reached and recommendations were 
made on the basis of the returns. 
The questionnaire, when completed and returned, furnished detailed 
data concerning the respondents' job experiences. 
The job activities check list, when completed and returned, supplied 
information regarding specific activities carried on in secretarial or 
stenographic, bookkeeping, typing, filing, office machines, or general 
office positions, or any combination of these various occupations. The 
final list of activities included in the form that was used was based on 
the following sources: 
1. The check lists used in Radzukinaa', and Aulisli's study. 
2. The writer's experience as the organizer and manager of 
a pre-employment testing center and stenographic pool 
(in-service training program) conducted for one of the 
largest manufacturing corporations in the country together 
, with her experience as an instructor and also as an office 
employee. 
3. Suggestions made by Dean T.L. Davie. 
4. Suggestions made by secretaries who completed the experi-
mental forms. 
It was considered desirable to include on the check list the oppor-
tunity for the respondents to indicate the approximate time given to the 
estimated frequency of performing each acti~ty. · Provision was made in 
Division I on the check list for placing a check mark to the right of each 
activity performed under one of the following headings: (1) more than 
two hours daily, ( 2) from one to two hours daily, (3) from one-half to 
one hour daily, (4) less than one-half hour daily, (5) once or twice 
weekly, and ( 6) monthly or less frequently. By means of these six headings, 
which were also labeled A, B, c, D, E, and F for ease in tabulating, the im-
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portant and most frequently performed duties appear as well as the unimportant 
and less frequently performed activities. 
Division II was included on the check list to obtain the respondents' 
views concerning the optimwn place for instruction of each of the activities; 
that is, in school, on the job, or both in school and on the job. For ease 
in tabulating the returns~ these columns were headed G, H, and I. 
Division III afforded the respondents the opportunity to indicate 
those particular activities which the.y considered in need of more empha-
sis in school, less emphasis in school, or in which there had been enough 
. emphasis in school. These columns were indicated for tabulation purposes 
as J 1 K, and L. This phase of the study should prove to be of particular 
value to the instructors of these activities and to the guidance staff 
in planning their future courses and programs. 
The tables, which were prepared !rom the data received from the 
respondents, appear in the next two chapters together with an analysis 
and an interpretation of each table. 
Samples of all fonns and materials used in this study will be 
found in the Appendix. 
CHAPTER IV 
ANALYSIS OF INFORMATION OBTAINED FROM DATA SHEETS 
The response of the two-year Associate Degree holders was gratify-
ing -- 167 completed questionnaires were returned or 54 per cent of the 
310 sent out. The follow-up postal card spurred the graduates somewhat, 
but the personal telephone calls were more effective as a means of follow-
ing up on those who did not return the questionnaires. 
Table I shows that the graduates in 1951 returned the largest number 
of questionnaires, but those who were graduated in 1952 returned the high-
est percentage of those sent out to them. The number of 1952 graduates 
contacted was purposely less than in the other years because it was felt 
that the Associate Degree holders who had had more years of experience 
might be in a better position to complete the questionnaire and check 
list more objectively. 
TABLE I 
RETURNS FROM QUESTIONNAIRES BY CLASSES 
Graduation Number Number Per Cent of 
Year Sent Out Received Returns 
1948 62 30 48 
1949 71 30 42 
1950 69 33 48 
1951 64 38 59 
1952 44 .36 82 
Totals 310 167 54 
e 
TABLE II 
NUMBER OF GRADUATES DOING STENOGRAPHIC 
OR SECRETARIAL WORK AT THE TIME OF THE STUDY 
Number Doing 
Graduation Number of StenQgraphic or 
Year Returns Secretarial Work Per Cent 
1948 30 25 83 
1949 30 18 6o 
1950 33 21 63 
1951 38 31 81 
1952 36 27 15 
Totals 167 122 73 
One hundred twenty-two of the one hundred sixty-seven respondents 
were employed as secretaries or stenographers at the time of the stuqy 
as shown in Table II. Those who were graduated in 1948 had the greatest 
percentage working in this area which may be an indication that experience 
and maturity are two important elements for success as secretaries or 
stenographers. 
TABLE Ill 
NUMBER AND PER CENT OF RESPONDENTS WHO HAD SECURED 
ADDITIONAL SCHOOLING SINCE GRADUATING WITH ASSOCIATE 
DEGREES FROM BOSTON UNIVERSITY COLLEGE OF PRACTICAL 
ARTS AND LETTERS 
Graduation Additional 
Year Returns Schooling 
1948 30 12 
1949 .30 6 
1950 33 8 
1951 38 5 
1952 36 5 
Totals 167 36 
Per Cent 
40 
20 
24 
14 
14 
22 
29 
In answer to the question regarding additional schooling beyond their 
two years at the College of Practical Arts and Letters, 36, or 22 per cent 
of the respondents indicated that they had obtained further training. The 
greatest number of returns were received from the graduates of 1948, with 
12, or 40 per cent, responding. It is interesting to note that 25, or 83 
per cent, of this same group were employed as secretaries or stenographers, 
(Table II). 
The courses elected for advanced study were varied and included such 
titles as psychology, philosophy, Russian, French, economics, history, 
politics, chemistry, marketing, law, business organization, personnel 
management, literature, Spanish, court reporting, business management, 
decorating, advertising, speech, Italian, humanities, ethics, religion, 
world affairs, advanced transcription, algebra, dressmaking and tailoring. 
One respondent had completed work in the United States Navy Hospital Corps, 
another bad finished a teacher-training course and had earned a Bachelor's 
degree and a secondary school teacher's certificate, while a third had 
earned a degree and a certificate for elementary school teaching. The 
respondents indicated that the post-college study (1) applied toward 
Bachelor's degrees, (2) was for the purpose of vocational advancement, or 
(3) was pursued simply for personal use. Since only one returned question-
naire of the total 167 listed a skill subject (advanced transcription) in 
the post-college schooling, it may be concluded that the skill training 
in the two-year program at the College provided satisfactory preparation 
for the types of secretarial and stenographic positions that the Associate 
Degree holders obtained. The comments made by many of the respondents 
would support this conclusion. 
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TABLE IV 
NUMBER OF RESPONDENTS WHO HAD HELD FULL-TIME 
OFFICE JOBS AT SOME TIME SINCE GRADUATION, BUT WHO 
WERE UNEMPLOYED AT THE TIME OF THE STUDY 
Number Number 
Respondents Unemployed 
30 9 
30 9 
33 6 
38 2 
36 5 
Total• 167 31 
Per Cent 
30 
30 
18 
5 
14 
19 
Thirty-one, or 19 per cent, of the 167 respondents indicated that 
they had held full-time office positions, but at the time of the survey, 
they were unemployed. Twenty-eight were married and at home, two were 
full-time students, and only one checked on the questionnaire "inability 
to obtain job desired" as her reason for being unemployed. 
TABLE V 
NUMBER OF DIFFERENT JOBS HELD BY THOSE 
DOING OFFICE WORK AT THE TIME OF THE STUDY 
Number of Employers 1948 1949 1950 1951 1952 Total 
Original employer 5 6 12 19 21 63 
Second employer 6 9 5 ll 8 39 
Third employer 10 6 9 7 1 33 
Fourth employer 0 0 0 0 0 0 
Fifth employer 0 0 0 0 0 0 
Sixth employer 0 0 0 0 0 0 
Seventh employer 1 0 0 0 0 1 
Totals 22 21 26 37 30 136 
Per Cent 
46 
29 
24 
0 
0 
0 
1 
100 
The purpose of requesting information regarding the number of dif-
ferent employers for whom each respondent had worked was to determine each 
of the Associate Degree holder's ability to adjust herself to business. 
Table V indicates that 63 of the 136 who returned questionnaires, or 46 
per cent, were working at the time of the survey for their original em-
ployers; 39, or 29 per cent, had worked far only one other employer; 33, 
or 25 per cent, were in their third position; and only one respondent had 
held a total of seven different jobs during the five years which had elapsed 
since her graduation in 1948. 
The reasons given for changing positions were: (1) desired more 
responsibilities, and (2) sought higher salaries. Even though field work 
was not included in the two-year curriculum at the College, it would seem 
that the problem of adjustment to business was a minor one for moat of 
the Associate Degree holders because they, in the majority of cases, had 
held part-time and/or summer positions while they were registered at the 
College. A few of the respondents who had ·held two or three positions 
since leaving College suggested that the inclusion of field work in the 
two-year program of studies might be benefic±al to all. This ~ be an 
indication that those who had some difficulty in making the adjustment 
from College to business realized that they lacked actual office 
experience. 
The fact that 19 of the 1951 graduates and 21 of the 1952 graduates 
were still with their original employer may be due in part at least to 
the fact that they have been out of College only two years or one year 
respectively. 
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TABLE VI 
WHEN EMPLOYMENT WAS OBTAINED BY THE 136 
GRADUATES EMPLOYED AT THE TIME OF THE STUDY 
When Employment 
Was Obtained 1948 1949 1950 1951 1952 
First month 14 10 18 26 20 
Second month 2 3 1 5 4 
Third month 0 1 2 2 3 
Fourth month 2 3 2 3 0 
Fifth month 2 1 1 0 3 
Sixth month 0 0 0 0 0 
Seventh month 0 0 0 0 0 
Eighth month 0 1 2 1 0 
Ninth month 1 0 0 0 0 
Tenth month 0 0 0 0 0 
Eleventh month 0 0 0 0 0 
Twelfth month 1 1 0 0 0 
Thirteenth month 0 1 0 0 0 
Totals 22 21 26 37 30 
Total Per Cent 
88 64 
15 11 
8 6 
10 7 
7 5 
0 0 
0 0 
4 3 
1 1 
0 0 
0 0 
2 2 
1 1 
1.36 100 
As shown b,y Table VI, 88 of the 136 employed at the time of the stuqy, 
or 64 per cent, started to work on a full-time basis during the first month 
following graduation; 15, or 11 per cent, began their work during the second 
month; 8, or 6 per cent, in the third month; 101 or 7 per cent, in the fourth 
month; and the balance of the respondents (15, or 12 per cent) obtained their 
initial positions between the fifth and thirteenth months following grad-
uation. The three people 'Who were not initially employed until the twelfth 
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or thirteenth months after graduation delayed their employment because of 
(1) additional schooling, (2) marriage, and (3) health. All of the other 
respondents who were employed at the time of the study obtained their f~st 
office positions during the first nine months following their graduation. 
TABLE VII 
METHOD OF OBTAINING FffiST JOBS BY THE GRADUATES WHO WERE 
OFFICE EMPLOYEES OR WHO HAD HELD OFFICE POSITIONS 
How First Position 
Was Obtained 1948 1949 1950 1951 1952 Total 
Advertisement 3 2 2 1 2 10 
Boston University 
Placement Office 10 9 1 17 9 52 
Civil Service 
Examjnation 0 0 0 3 4 1 
Commercial Employment 
Agency 5 5 5 6 10 31 
Friends 2 1 6 2 2 13 
Personal Contacts 8 10 5 1 8 38 
Relatives 0 2 0 1 0 3 
Totals 28 29 25 31 3.5 154 
Per Cent 
6 
33 
20 
9 
25 
2 
100 
The returned questionnaires, with the section completed dealing 
with the method of obtaining employment, aided greatly in determining 
the various effective means of initial placement used. The Boston Uni-
versity Placement service ranked first on the list, since 52, or 33 per 
cent, of the respondents indicated that they obtained their initial 
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positions through that source. It should be noted that according to 
Table VII, 13 respondents, or 9 per cent of the total 154, obtained 
their first jobs through friends, but that only 3, or 2 per cent of 
the total, relied upon relatives' assistance in obtaining employment. 
Class 
1948 
1949 
1950 
1951 
1952 
Totals 
TABLE VIII 
JOB SATISFACTION OF THE GRADUATES EMPLOYED IN 
OFFICE POSITIONS AT THE TIME OF THE STUDY 
Satisfied Dissatisfied 
18 3 
19 1 
21 5 
32 5 
29 3 
ll9 17 
Table IV shows that at the time of the survey 136 of the two-year 
graduates were employed. Table VIII indicates that of this total 119, 
or 88 per cent, were satisfied with their positions and 17, or 12 per 
cent, were dissatisfied with their jobs. Those who replied that they 
were dissatisfied with their present employment gave as their reasons: 
(1) salary is too low or (2) work does not carry enough responsibili~. 
These were also the major reasons listed for the changing of posi tiona 
as recorded in Table V. 
Not all who returned questionnaires furnished information in re-
gard to beginning and ending salaries. The following tables, one for 
3S 
each of the five years surveyed, were constructed from the salary data 
that were submitted by the respondents. 
TABLE II 
SALARIES RECEIVED BY RESPONDENTS 
Beginning Ending Increase 
Year Weekly Salary Weekly Salary Per Week 
1948 $30.00 $35.00 $ 5.00 
30.00 43.00 13.00 
30.00 43.00 13.00 
30.00 48.00 18.00 
)0.00 5o.oo 20.00 
30.00 51.00 21.00 
30.00 52.00 22.00 
30.00 54.00 24.00 
32.00 47.00 15.00 
32.00 68.00 36.00 
33.00 55.00 22.00 
33.00 60.00 27.00 
34.00 64.00 30.00 
35.00 40.00 5.00 
35.00 45.00 10.00 
35.00 50.00 15.00 
35.00 55.00 20.00 
35.00 60.00 25.00 
35.00 62.00 27.00 
35.00 15.00 40.00 
35.00 85.00 5o.oo 
40.00 45.00 5.00 
40.00 5o.oo 10.00 
40.00 50.00 10.00 
42.00 60.00 18.00 
54.00 90.00 36.00 
Averages $34.61 $55.26 $20.65 
In 1948 the lowest starting salary was $30, and the highest start-
ing salary was $54. The average beginning salary was $34.61. For this 
same group, the lowest current weekly salary was reported as $35 and the 
highest was listed as $90. The current average weekly salary is $55.26. 
' 
One Associa~~ Degree holder reported a $5 weekly increase which is the 
lowest shown on Table IX, and the highest weekly salary increase reported 
was $50. Th~ average weekly salary increase :for the 1948 group was $20.65. 
Radzuldnaal reported that the 1948 four-year graduates started at an average 
weekcy' sa.lary' of $.3$.261 that in 19Sl (three years after graduation) they were 
averaging S$0. S6 per week, and that their average wee~ salary increase was 
$1$.,30. 
lD this a~ there were three weeklJ salaries reported at the time of 
tbe SUI'V81' whieh were considerabq above the average amount for ending weekl.l 
sa.lal7 for 1948: $7$, received by a respondent who was secretary to tbe pl'elli-
dent of a university; $8$, paid to a two-year graduate who reported that she 
was a secretai7 in one of the large~ national.l7 lmown chemical houses; and $90, 
the amount earned by a respondent who reported that she was the personal secre-
tary to a United States Senator. 
Year 
1949 
Averages 
TABLE II: (continued) 
8.ALARIES RECEIVED BY RESPONDENTS 
Beginning Ending 
Weekcy' Salary Weekly Salar;r 
$2$.00 $.3$.00 
28.00 28.00 
28.00 33.00 
28.00 4.3.00 
28.00 4$.00 
,30.00 42.00 
30.00 so.oo 
.30.00 61.00 
30.00 6$.00 
.32.00 40.00 
32.00 4$.00 
.32.00 60.00 
33.00 ss.oo 
34.00 4$.00 
3$.00 3$.00 
3$.00 43.00 
.3.5.00 47.00 
3.5.00 ,50.00 
35.00 $5.00 
35.00 $8.00 
35.00 60.00 
35.00 70.00 
.36.00 42.00 
.36.00 4$.00 
,38.00 38.00 
40.00 40.00 
47.00 6.3.00 
$.33.22 $47.88 
Increase 
Per Week 
$10.00 
0 
s.oo 
1$.00 
17.00 
12.00 
20.00 
31.00 
3$.00 
8.00 
13.00 
28.00 
22.00 
ll.OO 
0 
8.00 
12.00 
15.00 
20.00 
23.00 
25.00 
3.$'.00 
6.00 
9.00 
0 
0 
16.00 
$14.66 
lRadzukinas, Anna, A Follow-!P ~-t~ and a Job-Activity ~sis of the 
1946, 1947, 1948, 1949, and 19~ P'our-:reir SeCretarial RfjoT Grauates or BOston 
trniVersrti conege-gPraeticar-Arts and Le'Eters, RaSter 8 hesis~ Boston 
Universii;, 1951, P• 34. 
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Four respondents of the 1949 group indicated that they were em-
ployed at the time of the survey at the same salary at which they initial-
ly started work following their graduation, but they did not furnish any 
information that could be used to explain the cause of this lack of finan-
cial progress. The lowest starting weekly salary for this group was $25, 
the highest starting weekly salary was $47, and the average salary was 
$33.22. The current weekly salaries at the time of the survey ranged 
from $28, the lowest, to $70, the highest, and the average weekly salary 
being paid at the time of the study was $47.88. The lowest weekl.y sals.ry 
increase, not including the four previously mentioned, amounted to $5, 
the highest was reported as $35, and the average was $14.66. Again, 
Radzukinas' computations show that the 1949 four-year graduates started 
at an average weekly salary of $33.62, that they were currently employed 
at the time of her study at an average weekl.y salary of $42.47, and that 
they had been given an average weekly salary increase of $8.85.1 
The respondent who reported her ending weekly salary as $70, which 
was $22.12 more than the average ending weekly salary for 1949, indicated 
that she had a supervisory position in a large hospital. 
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TABLE IX (continued) 
SALARIES RECEIVED BY RESPONDENTS 
Beginning Ending Increase 
Year Weekly Salary Weekly Salary Per Week 
1950 $18.00 $50.00 $32.00 
20.00 55.oo 35.00 
28.00 35.00 7.00 
30.00 30.00 0 
30.00 35.00 5.00 
30.00 36.00 6.00 
30.00 w..oo u.oo 
30.00 55.00 25.00 
30.00 59.00 29.00 
32.00 45.00 13.00 
33.00 48.00 15.00 
33.00 60.00 27.00 
35.00 39.00 4.00 
35.00 45.00 1o.oo 
35.oo 45.00 10.00 
35.00 4$.00 10.00 
35.00 52.00 17.00 
35.00 55.00 20.00 
35.00 53.00 18.00 
35.00 56.00 21.00 
35.00 56.00 21.00 
35.00 90.00 55.00 
36.00 52.00 16.00 
36.00 58.00 22.00 
37.00 47.00 10.00 
37.00 60.00 23.00 
4o.oo 50.00 10.00 
Averages $32.59 $50.01 $17.48 
or the 27 respondents from the 1950 two-year graduates who supplied 
salary information, only one indicated that she was currently employed at 
her beginning salary. For this group the lowest beginning salary was re-
ported as $18 per week, the highest was $40 a week, and the average weekly 
salary was $32.59. At the time of the study the lowest weekly salary that 
any one or the respondents was receiving was $30, the highest was $90, and 
the average was $50.07. 
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Wealey salary increases, as reported, ranged from no increase at all 
to $55, but the average il'lcrease was f'ound to be $17.48. Ref'erring once 
again to Rad.zuld.nas' study, the 1950 f'our-year graduates started work at 
an average weekly sa.laey o:t $35.59, were current:cy" employed at an average 
weekly salary of' $43.271 and had received an average week:cy" salary increase 
1 
of $7.68. 
The $90 ending week:cy" salary which appears in Table II, 19.501 was 
reported by a two-year graduate who was employed as a private secretary 
at the time or the survey. 
The table below will show the comparison of the average wee~ 
starting and ending salaries together with the average weekly salary in-
or eases :tor both the two-year and the four-year graduates. 
40 
Beginning Week:cy' Ending Week:cy 
Average Sa.J.a.!:v 
Average Week:cy' 
sal.ar.Y Increase Average Salar.Y 
Class TWo-Year Four-Year Two-Year Four-Year Two-Year Four-Year 
1948 $34.61 $35.26 2 $55.26 $50.56 2 $20.65 $15.30 2 
1949 33.22 33.62 3 47.88 42.47 3 14.66 
1950 32.59 35.59 1 50.07 43.27 1 17.48 
In studying these :f'igures it must be kept in :mind that Radzuldnas • 
study was made in 1951 when the employment market was very di:f'ferent than 
it was at the time of this study. At that time, it was a b~er•s market; 
but presentl1, it is a seller's market. 
1 Ibid, P• 37. 
2 Ibid, P• 34. 
3Ibid, p. )6. 
8.85 3 
7.68 l 
TABLE IX (continued) 
SALARIES RECEIVED BY RESPONDENTS 
Beginning Ending Increase 
Year Weekly Salary Weekly Salary Per Week 
1951 $30.00 $45.00 $15.00 
34.00 45.00 ll.OO 
35.00 35.00 0 
35.00 40.00 s.oo 
35.00 40.00 5.00 
35.00 43.00 8.oo 
35.00 4.$.00 10.00 
32.00 48.00 16.00 
35.00 so.oo 15.00 
35.00 55.00 20.00 
38.00 42.00 4.00 
38.00 43.00 5.oo 
39.00 50.00 ll.OO 
40.00 42.00 2.00 
40.00 43.00 3.00 
40.00 45.00 5.00 
40.00 47.00 7.00 
40.00 48.00 8.00 
40.00 5o.oo 10.00 
40.00 50.00 10.00 
40.00 50.00 10.00 
40.00 50.00 10.00 
40.00 53.00 13.00 
40.00 55.00 15.00 
40.00 64.00 24.00 
41.00 55.00 14.00 
43.00 46.00 3.00 
45.00 55.00 10.00 
45.00 58.00 13.00 
45.00 60.00 15.00 
48.00 61.00 13.00 
51.00 58.00 7.00 
51.00 61.00 10.00 
Averages $39.54 $49.45 $ 9.91 
From the 1951 two-year graduates came 33 replies regarding salaries. 
The lowest beginning weekly salary for this group was $30; the highest was 
$51; and the average, $39.54. At the time of the survey, the lowest weekly 
salary being earned was $35, the highest was $64, and the average was $49.45. 
One respondent reported no change in salary in two years. The greatest 
increase amounted to $24, but the average increase for this group was 
only $9.91 per week. 
TABLE IX (continued) 
SALARIFS RECEIVED BY RESPONDENTS 
Beginning Ending Increase 
Year Weekly Salary Weekly Salary Per Week 
1952 $30.00 $45.00 $15.00 
35.00 38.00 3.00 
35.00 38.00 3.00 
35.00 40.00 5.00 
35.00 40.00 5.00 
38.00 43.00 5.00 
39.00 42.00 3.00 
39.00 44.00 5.00 
40.00 40.00 0 
40.00 40.00 0 
40.00 43.00 3.00 
40.00 44.00 4.00 
40.00 45.00 5.00 
40.00 40.00 0 
40.00 45.00 5.00 
4d.OO 45.00 5.00 
40.00 45.00 5.00 
42.00 42.00 0 
42.00 48.00 6.00 
43.00 43.00 0 
43.00 46.00 3.00 
45.oo 45.00 0 
45.00 45.00 0 
45.00 49.00 4.00 
45.00 5o.oo 5.00 
45.00 51.00 6.00 
56.00 56.00 0 
57.00 57.00 0 
Averages $41..21 $44.60 $ 3.39 
The 28 Associate Degree holders who were graduated in 1952 and who 
submitted salary information on the questionnaire showed that the lowest 
beginning weekly salary paid to that group was $30; the highest was $57; 
and the average was $41.21. At the time of the survey, 20 had been work-
ing 10 months, 3 had been employed 9 months, 3 had been on full-time work 
8 months, and 2 had been working 7 months. However, in this brief period 
of time they each had received an increase in the weekly salary, with the 
exception of 9 respondents, ranging from $3 to $15 and averaging $3.39. 
As a result of the weekly salary increase, the lowest salary being paid 
at the time of the survey was $38 a week, the highest was $57, and the 
average was $44.60. 
The chart below shows the summary of the five sections of Table lX 
for the period between 1948 and 1952. 
Beginning Ending Increase 
Year Weekly Salary Weekly Salary Per Week 
1948 $34.61 $55.26 $20.65 
1949 33.22 47.88 14.66 
1950 32.59 50.07 17.48 
1951 39.54 49.45 9.91 
1952 41.21 44.60 3.39 
Averages $36.23 $49.45 $13.22 
A few special points brought out by the five sections o£ Table IX 
should be emphasized. The lowest starting weekly salary, $1.8, was paid 
to a respondent who was graduated in 1950. The highest beginning weekly 
salary, $51, was reported by a graduate -in 1952. . The lowest salary paid 
at the time of the survey was reported by a 1949 graduate as $28, and the 
highest salar.y was shown by a respondent for the 1948 group to be $90. 
Weekly salary increases £or the £ive groups ranged from no increase at all 
to $55 per week, which was the amount reported by one of the 1950 two-year 
graduates. 
The beginning weekly salary, the average current salary, and the 
average increase per week reported by each of the five two-year groups 
are recorded below in chart form. 
Average Beginning Current* Average Average Increase 
Class weeklz Salary Weekly Sala!Z Per Week 
1948 $34.61 $55.26 $20.65 
1949 33.22 47.88 14.66 
1950 32.59 50.07 17.48 
1951 39.54 49.45 9.91 
1952 41.21 44.60 3.39 
*Current is interpreted "at time of survey.• 
The average weekly salary was the highest for the 1948 group. This, 
of course, is the group which has had the most experience and, therefore, 
all things being equal, the group that should be paid the largest amount. 
The average beginning weekly salary was the lowest for the 1950 group; 
yet the current average weekly salary paid to these two-year graduates 
was the second highest, $5.19 below that received by the average 1948 
two-year graduate. The most recent graduates had received the smallest 
average weekly salary increase of the five groups studied due probably 
to the fact that they had all been employed less than one year. 
An opportunity was given for the respondents to indicate the courses 
studied at the College which they felt had been most helpful to them. They 
all reported that their secretarial courses were of primary importance, 
but they also indicated the courses, which are listed on the following 
page and arranged by the number of respondents, as having been beneficial 
to them. 
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Rank of 
Importance Course Title 
Number 
Respondents 
1 
2 
3 
4 
5 
6 
6 
7 
8 
8 
9 
10 
10 
11 
11 
12 
12 
12 
12 
12 
Business Correspondence 
English Composition and Literature 
Accounting 
Psychology 
Business Mathematics 
History 
Medical Methods 
Law 
Speech 
Vocabulary Building 
Advertising 
Bacteriology 
Physiology and HYgiene 
Government · 
Layout 
Economics 
Firat Aid 
Italian 
Salesmanship 
Spanish 
76 
37 
31 
14 
11 
10 
10 
8 
7 
7 
5 
4 
4 
2 
2 
1 
1 
1 
1 
1 
In answer to the request for information concerning courses that 
might have been helpful in their present positions, the respondents listed 
many and varied subjects. It is not necessary for the purpose of this 
study to report them all, but a cross section would include: advanced 
English courses, public relations, general business, current events, 
sciences, and social sciences. 
Suggestions made to question No. 10 on the survey questionnaire were 
thoughtfully and carefully submitted. Some of them, which are representative 
of the replies, are quoted below: 
"More work in English could have given me additional gains." 
"Include more liberal arts courses - which I realize, is 
impossible for two-year students." 
"Practical experience for those graduating in two years 
would have been helpful." 
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"Application of office etiquette is needed." 
"Switchboard operation, answering the telephone correctly, 
general duties and extra duties of secretaries would be 
helpful." 
"More time on office machines, especially the comptometers 
is needed." 
"Closer correlation between the Transcription and the 
Business Correspondence courses would be beneficial." 
"Placement by and through the College rather than in coop-
eration with the University Placement Service might be of 
greater assistance." 
"Cooperation between the College and business is needed. 
Use visiting dictators, representing various types of 
business, in the transcription courses fo.r example." 
"Include the making of train, plane, and hotel reserva-
tions in the advanced vocational courses." 
These suggestions will be considered in Chapter VII in connection 
with recommendations for curriculum revision. 
Analysis of the Job Activity data will be found in Chapter V. 
CHA.Pl'm v 
ANALYSIS OF DATA CONCERNING 
JOB ACTIVTIIES OF THE TWO-YEAR GRADUATES 
The check list of job activities contained 83 specific items, but 
space was provided !or the respondents to indi.oate other job activities 
not included in the questionnaire. As a resuJ.t, 44 additional items were 
added to the list by 99 or the respondents. Even though most of these 
added job activities were performed by one respondent only1 they have 
been included in the tables when applicable because they are an indica-
tion, at least, of the ever-changing job requirements. 
In order to determine the frequency with which the different job 
activities were performed, the information furnished by the employed 
respondents was tabulated and appears in Table x. 
The total performance frequencies tor the 121 job activities are 
arranged so that the one with the highest frequency heads tb.e list and the 
one with the lowest frequency is at the end or the list. Taking dictation 
in shorthand and transcribing was the activity most frequently performed, 
145 responses. There were 2:5 job activities each with a frequency of 1, 
rank number 115. 
The ten most trequent.l;r performed activities were taken !rom the 
stenographic, t.yping, tiling, and general office areas. Office machine 
and bookkeeping activities~e among the activities with the lower fre-
quencies. These statistics support the fact that the ~jorit,y of the 
Associate Degree holders are employed a.s stenographers and secretaries, 
and not as bookkeepers, general office workers, or office machine oper-
ators. 
Rank 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10.5 
10.5 
12 
13 
14 
15.5 
15.5 
TABLE X 
THE TOTAL FREQUENCY OF THE OFFICE ACTIVITIF8 
PERFORMED BY THE RESPONDENTS, ARRANGED IN 
ORDmt OF FREQUENCY 
More Frca from Less 
Total than 1 to 2 ! to 1 than 
.tre- 2 hrs. hrs. hr. t hr • 
Activity queney da~ da~ da~ da~ 
Taking dictation in 
shorthand and 
transcribing 145 35 Ll 2l. 9 
Answering the 
telephone 142 62 30 26 16 
Composing letters at 
the typewriter 138 11 12 18 16 
Addressing envelopes 130 14 14 16 62 
Meeting callers 128 40 17 31 18 
Typing reports 126 17 19 17 13 
Alphabetic filing 123 7 11 22 37 
Opening, sorting, and 
distributing mall 112 6 8 23 52 
Typing letters from 
longhand lll 12 15 14 8 
Copying from rough 
dratts 109 17 14 12 13 
F1111ng in printed 
forms 109 7 7 8 19 
Typing inter-office 
communications 104 6 17 25 16 
Folding letters and 
inserting them into 
envelopes 103 6 2 16 59 
Reporting on repairs, 
upkeep of office, e-
quipment, and supplies 98 1 4 9 6 
Mald ng appointments 97 18 5 10 22 
Typing cards for 
5 filing 97 5 4 23 
Once Mon!o~ 
or or less 
twice f're-
weelc:cy' quently 
26 13 
8 0 
44 37 
11 13 
11 11 
35 25 
35 11 
10 13 
30 32 
29 24 
36 32 
21 19 
14 6 
27 5l 
19 23 
23 37 
More Froril From Less Once Monthl;y 
Total than 1 to 2 t to 1 than or or 1ess 
fre- 2 hrs. hrs. hr. ! hr. twice :tre-
Rank Activity quenCJ daily da~ dail:y daily weekly quantq 
17 Taking dictation at 
the typewriter 95 1 0 8 2 22 62 
1.8 Cutting stencils 94 3 s 4 9 29 44 
1.9 Typing te1egrams 93 l. 1 8 12 34 37 
20 Ordering supplies 91 1 1 2 7 48 32 
21 Typing form letters 90 2' 7 1.0 9 18 44 
22 Typing statistical 
work 87 6 7 4 6 26 38 
23.$ Doing office house-
keeping 77 3 0 2 48 1.6 8 
23.5 Typing articles and 
manuscripts 77 9 8 6 5 1.3 36 
25 Typing bills and 
invoices 74 2 8 9 14 7 34 
26 Supervising em-
ployees at arr::1 time 73 1.2 4 4 s 8 40 
27 Planning work for 
others 72 7 7 0 11 12 35 
28 1 Taking dictation of 
minutes and trans-
cribing 70 1 3 2 1 17 46 
29 Typing postal cards 69 0 0 1 5 1.3 50 
30 Typing legal 
documents 67 10 5 4 3 4 41 
31 Typing orders 64 6 2 6 4 1.3 33 
32 Typing from Edi-
phone, Dictaphone, 
Audograph, Sound-
scriber 63 ll 6 1 2 9 34 
3.3.5 Subject filing 62 2 s ll 1..3 1.9 12 
.3.3.5 Typing checks 62 l. 3 2 1.3 15 28 
-
More From From Less Once MontJl:cy' 
Total than 1 to 2 } to 1 than or or less 
fre- 2 hrs hrs. hr. i hr. twice f're-
Rank Activity que~ OJ dally dai.J3 da_~ daq;, weekly quent~ 
3$ Maldng master sheets 
for liquid and gela-
tin duplicators 60 3 7 6 7 17 20 
36 Ten-key adding 
machine 58 3 4 6 5 18 22 
31 Checld.ng bills and 
invoices S7 3 2 11 12 15 14 
38 Making out requisi-
tiona 56 1 1 3 10 18 23 
40.5 Standard electric 
typewriter 55 27 4 1 1 4 18 
40.5 Mimeograph 55 1 4 5 1 21 23 
40.5 Making bank deposits 55 1 2 2 10 26 14 
40.5 Making out receipts $$ 2 1 8 19 8 17 
43 Keeping a follow-up 
file 52 4 1 10 13 10 14 
44 Numeric filing 46 5 1 6 12 15 7 
45.5 Waiting on customers 45 10 3 10 5 3 14 
45.5 Keeping a checkbook 45 2 2 6 12 10 13 
47 Taking inventory 43 1 0 1 1 12 28 
48 Cross referencing 42 4 0 3 7 11 17 
49 BulToughs adding 
machine 39 1 2 3 6 8 19 
50.5 Ditto machine 38 0 1 4 2 13 18 
50.5 Monroe, Marchant, or 
Friden calculator 38 3 4 1 6 11 12 
52.5 Operating switchboard 31 3 4 1 6 11 12 
52.5 Doing cashier work 37 5 5 4 4 4 15 
54 Adding on DBchine 35 3 1 3 3 10 15 
55.5 Balancing cash 34 2 0 3 3 9 17 
Rank Activity 
SS. S Interviewing appli-
cants :tor employlllent 
57 Typing policies 
SB Sorting and coding 
material 
S9 General Journal 
60 Petty Cash Book 
61. S Shaving Dictaphone 
or Ediphone 
cylinders 
6l.S Figuring payrolls 
63.S Figuring discounts 
63.S Multiplying on 
machine 
6S.S Posting to General 
Ledger 
6S.S Posting to Accounts 
Receivable Ledger 
67 
68 
69 
Executive electric 
typewriter 
Geographic filing 
Making tr:ii balAnce 
10.S . Dividing on machine 
10.5 Sales Journal 
72.S Making Balance Sheet 
1Z.5 Posting to Accounts 
Payable Ledger 
7 5 SllllStrand 
7 5 Purchase Journal 
15 Figuring interest an 
notes, drafts, etc. 
Total 
:tre-
quenCJ 
34 
33 
32 
30 
28 
25 
25 
24 
24 
23 
23 
22 
21 
19 
18 
18 
16 
16 
15 
15 
1S 
More From From Less Once Monthly 
than 1 to ~ t to l than or or less 
2 hrs. hrs. hr. i hr. twice fre-
daiJ¥ daily daily da~ week:cy quent:cy-
1 
4 
2 
1 
1 
1 
3 
1 
3 
1 
8 
0 
2 
1 
1 
0 
0 
0 
0 
0 
2 
3 
2 
1 
0 
0 
1 
1 
2 
0 
1 
0 
0 
2 
0 
2 
1 
1 
1 
0 
4 
9 
4 
1 
3 
0 
2 
4 
0 
3 
0 
2 
3 
1 
3 
1 
3 
0 
1 
6 
, 
, 
2 
0 
4 
2 
0 
0 
0 
6 
0 
1 
1 
0 
0 
1 
2 
0 l:l cc 1. vQ iJ r: · v oO ... . _, 0 
j clilc ol of :E~ucatio 
\ Librl r7 
-,~· ... . · 
3 
1 
8 
4 
6 
6 
12 
3 
3 
3 
1 
1 
3 
2 
1 
2 
0 
0 
3 
29 
25 
9 
19 
ll 
15 
8 
ll 
13 
10 
10 
11 
10 
16 
11 
9 
l.4 
9 
12 
9 
12 
More From From Less Once Month:cy" 
Total than 1 to 2 t to 1 than or or less 
tre- 2 hrs. hrs. hr. i hr. twice tre-
Rank Activity quenc~ daiq da~ ~ da~ weekly quent]¥ 
77 Gelatin duplicator 14 1 0 1 0 2 10 
78 Mald ng Profit and Losa 
statement 13 0 0 0 0 0 13 
ao.s Hectograph 12 0 l 1 0 2 8 
ao.s Soundex filing 12 0 0 1 0 0 ll 
8o.5 Bookkeeping machine 12 0 0 0 0 2 10 
8o.5 Billing machine 12 1 0 0 0 0 11. 
83 Listing machine 11 0 0 0 0 0 11 
84 Statistics 9 2 1 1 1 1 3 
85.5 Bank statements 7 1 1 0 1 l. 3 
85.5 Teletype 7 0 1 3 1 2 0 
87 Preparing masters 6 0 1 1 1 3 0 
89.5 Bonds 4 2 0 0 1 0 1 
89.5 Hospital admissions 4 1 1 0 1 0 1 
89.5 Reservations 4 0 0 0 1 2 1 
89.5 Taxes 4 0 0 0 0 1 3 
95 Advertising records 3 0 1 0 2 0 0 
95 Copywri ting 3 1 1 0 0 1 0 
95 Bille 3 0 0 1 0 0 2 
95 Ledger cards 3 0 1 0 0 2 0 
95 Calendaring accounts 3 0 1 0 0 2 0 
95 Social Security 3 0 0 0 0 1 2 
95 Law cases 3 0 1 0 0 1 l 
1 00.5 Proof'reading 2 0 1 0 0 1 0 
00.5 1 Figuring commissions 2 0 0 l 0 1 0 
53 
~ore From From Less Once Monthly 
Total than 1 to 2 ito 1 than or or less 
tre- 2 hrs. hrs. hr. i hr. twice tre-
Rank Activity 
· queil_C! daily da~ daily daiq veek::cy quentq 
100.5 Expense accounts 2 0 0 1 0 1 0 
100.5 Addressograph 2 0 0 0 0 1 1 
ll5 Figuring death claims 1 1 0 0 0 0 0 
115 Transcripts 1 1 0 0 0 0 0 
115 Export business 1 1 0 0 0 0 0 
ll5 Validating machine 1 1 0 0 0 0 0 
ll5 Foreign dictation 1 1 0 0 0 0 0 
115 Typing technical 
books and reports 1 1 0 0 0 0 0 
115 Dictagraph 1 0 0 0 1 0 0 
115 Library catalogue 1 0 0 0 0 0 1 
115 Chronological :rue 1 0 0 0 0 1 0 
ll5 Weight accounting 1 0 0 0 1 0 0 
115 Cost keeping 1 0 0 0 0 1 0 
115 Interest 1 0 0 0 0 0 1 
115 Proctoring 1 0 0 0 0 0 1 
115 Driving 1 0 0 1 0 0 0 
115 Recording grades 1 0 1 0 0 0 0 
llS Microfilms 1 0 0 0 0 0 1 
ll5 Visual aids 1 0 1 0 0 0 0 
115 Checkwriter 1 0 0 0 0 1 0 
ll5 Telephone dictation 1 0 0 0 0 0 1 
us Messenger 1 0 0 0 0 0 1 
ll5 Financial dictation l 0 0 0 0 0 1 
-More From From Less Once Monthl.y 
Total than 1 to 2 ito 1 than or or less 
tre- 2 hrs, hre. hr. l hr. twice tre-
Rank Activity quency daily dally da~ da~ weekly quentq 
us Changing ribbons 1 0 0 0 0 0 1 
us Csb;tes l 0 0 1 0 0 0 
115 Press releases l. 0 0 0 0 1 0 
us Real estate 1 0 1 0 0 0 0 
In Table XI the job activities are listed according to major 
classifications and then in the order of frequency of performance 
within each classification. This Table also charts the respondents' 
views as to where each activity should be learned and in addition, 
the Table indicates the activities, which in the opinion of the re-
spondents, need more school instruction. 
All of the stenographic and secretarial activities which were 
listed on the questionnaire show a high frequency but this probab:cy' can 
be attributed to the fact that 73 per cent of the total respondents were 
classified as secretaries or stenographers. (Table II) 
The bookkeeping frequencies were very low in eomparism to those 
in the stenographic 1 typing and secretarial areas. The highest frequency 
shown is 34, balancing cash. Likewise, the office machine frequencies 
are generally lower, the highest being 58, the ten-key adding machine. 
These fac18 support the current belief that Associate Degree holders are 
not expected to do the more routine office jobs. 
Table XI shows that the highest frequency in the filing area is for 
alphabetic filing, 123. 
The typing activities with the highest frequency in Table XI are 
also those closely related to secretarial or stenographic duties: typing 
letters from longhand, addressing envelopes, typing reports, filling in 
printed forms, copying from rough drafts, and the like. 
A very important section of Table XI contains information relating 
to suggested increases in emphasis of school training. Included in this 
list are such activities as composing letters at the t.ypewriter; taking 
dictation at the typewriter; answering the telephone; meeting callers; 
operating standard electric typewriters; taking dictation and transcrib-
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ing; supervising employees; planning work :for others; taking dictation or 
minutes and transcribing; making appointments; operating Monroe, Marchant, 
Friden calculators, and other comptometers or calculators. 
In making a comparlson with Radzuld.na.s •1 survey in this connection, 
many of the activities which the two-year graduates :felt needed additional 
school training, were shown by the four-year graduates to need no further 
school emphasis. For instance, additional school training in machine tran-
scription, in taking dictation of minutes and transcribing, and in copying 
from rough dr&.f'ts was reconmended by the two-year graduates in scme cases, 
but not b.f the four-year secretarial majora. 
lltadzukinas 1 Anna, A Follaw-!Jp ~u?o and a Job-Acti~ ~sis 
or the 1946, 1947, 1948, !9~ 1 and ;J-9 our:Ieir Secreta tjor 
'Gratrua'tii"O.r Bo'B'ton lTiii vers!tz CO!l.ege ~ Practical A:r:ts ~ Le ters, 
Master's Thesis, 1951, p. 5o. 
TABLE XI 
. THE TOTAL FREQUENCY OF PERFORMANCE OF THE ACTIVITIES CLASSIFIED 
ACCORDING TO TYPE OF ACTIVTI'Y AND ARRANGED IN ORDER OF FREQUENCY 
co 
co 
CD CD 
(\J~ ~~ Jj ~ 0 r-1 J ~,!:? ~ ~~ r-1 ~~ ~~ ~"a 8 '~ r-1 ..,~ -5 :!G s; ~g i8 8~ co 1:1CD Rank Activity 0~ ~.8 ~0 ~.cl 8~ i~ .:1 E-41%f l%f.t:l t-UI ' 
I 
StenograEhio and Secretarial 
l Taking dictation 
in shorthand and 
transcribing 145 35 4l 2l 9 26 13 112 
2 Answering the 
telephone 142 62 .30 26 16 8 0 27 
3 Composing letters 
at the typewri tar 138 11 12 18 16 44 37 -81 
4 Meeting callers 128 4 17 31 18 ll ll 26 
5 Reporting on re-
pairs, upkeep of 
office, eqUipment, 
and supplies 98 l 4 9 6 27 51 10 
6 Making appoint-
ments 97 18 5 10 22 19 23 19 
7 Taking dictation 
at the typewriter 95 1 0 8 2 22 62: 73 
8 Supervising em-
ployees at any tillle 73 12 4 4 5 8 40 8 
9 Planning work for 
others 72 7 7 0 11 l2 35 7 
10 Taking dictation 
of minutes and 
transcribing 70 1 3 2 1 17 46 57 
11 Typing from Edi-
phone, Dictaphone, 
Audograph, Sound-
scriber 63 ll 6 1 2 9 34 50 
~ s 
r-1 ID-M 
8 ~.., 
.g 
-5'8 a~ 
'f"') co 'f"') 'g+l 
8 ~a ~~ 
2 15 34 
37 70 60 
6 50 68 
26 66 66 
51 29 l6 
27 4.3 36 
7 24 39 
29 47 37 
37 36 32 
4 19 38 
4 23 15 
~ 1'0 1'0 at Q) 1 Q) () r-f g. j~ ~~ ~~ MIN~ i ~k g Q) .-f r-f f~ st ~.g ~~ ~j 0 0 ~ ~~ 0 0 ~l r-f .d .g .g.g a1 1'0 eco Sf:l () :!!:f ~~ ~g 1'0 ..., 1'0..., 'tj-4-) ~ ~j 81 ~~ 0 00 ~_g Q)O ~~ .!:1 a .as Rank Activity- E-4 ::&:.d ...:l.d 
I II I 
Stenographic and Secretarial (continued) 
12 Interviewing ap-
plicants for em-
ployment 34 1 0 l 0 3 29 14 13 26 27 
13.5 Advertising 
records 3 0 l 0 2 0 0 0 0 2 1 
13.5 Law cases 3 0 l 0 0 l 1 0 2 0 0 
16.5 Foreign dictation l 1 0 0 0 0 0 l 0 0 l 
16.5 Telephone dictation 1 0 0 0 0 0 l 0 0 1 l 
16.5 Financial dictation l 0 0 0 0 0 l l 0 0 l 
J.6.5 Real estate l 0 1 0 0 0 0 0 0 0 0 
Bookkee;einl 
l Balancing cash 34 2 0 3 3 9 17 17 7 14 3 
2 Making entries in 
General Journal 30 l 2 9 5 4 9 16 l 18 4 
3 Making entries in · 
Petty Cash Book 28 l l 4 5 6 11 13 2 15 4 
4 Figuring payrolls 25 2 0 3 0 12 8 14 1 17 11 
5 Figuring discounts 24 3 1 0 4 5 11 13 0 14 4 
6.5 Posting to General 
Ledger 23 3 2 5 0 3 10 12 1 15 6 
6.5 Posting to Accounts 
Receivable Ledger 23 1. 5 4 0 3 10 13 2 13 2 
8 Making a Trial 
Balance 19 2 0 0 0 1 l6 12 0 l3 4 
9 Making entries in 
Sales Journal. 18 l 2 3 l 2 9 11 0 12 2 
10.5 Making a Balance 
16 Sheet 0 0 1 0 l 14 14 0 9 2 
10 
10 
G) ~ 
~ 
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Bookkee;eing ~ continuedl 
lO.S Posting to AccountS 
Payable Ledger 16 0 2 3 0 2 9 11 0 10 1 
12.5 Making entries in 
Purchase Journal. lS 0 1 3 2 0 9 13 0 11 1 
12.5 Figuring interest lS 0 0 0 0 3 12 10 3 10 5 
on notes, drafts,etc. 
14 Maki.ng a Profit and 
Loss Statement 13 0 0 0 0 0 13 12 0 9 2 
lS Statistics 9 2 1 1 1 1 3 1 2 4 3 
16 Bank statements 7 1 1 0 1 1 3 1 0 3 2 
17.5 Bonds 4 2 0 0 1 0 1 0 1 0 0 
17.S Ta:x:es 4 0 0 0 0 1 3 0 1 2 0 
20 Bills 3 0 0 1 0 0 2 1 0 1 1 
20 Ledger cards 3 0 1 0 0 2 0 0 2 1 1 
20 Calendaring accounts 3 0 1 0 0 2 0 0 0 2 2 I 
21 Figuring commissions 2 0 0 1 0 1 0 0 2" 0 0 
23.S Figuring death olaJas 1 1 0 0 0 0 0 0 0 0 0 
23.5 Weight accounting 1 0 0 0 1 0 0 0 0 1 0 
23.5 Cost keeping 1 0 0 0 0 1 0 0 1 0 0 
23.5 Interest 1 0 0 0 0 0 1 0 0 0 0 
Typing 
1 Addressing en-
ve1opes 130 14 14 16 62: 11 13 87 9 27 1 
2 Typing reports 126 17 19 17 13 35 25 52 16 53 15 
-
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1D 
fll 
R 
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Typing (continued) 
3 Typing letters from 
longhand lll 12 1.5 14 8 30 32 44 20 39 7 
4.5 Copying from rough 
drafts 109 17 14 12 13 29 24 47 13 4J. 26 
4.5 Filling in printed 
forms 109 7 7 8 19 36 32 29 31 46 2 
6 Typing inter-Mfioe 
communications 104 6 17 2.5 16 21 19 33 16 4 6 
7 Typing cards 
for filing 97 5 5 4 23 23 37 39 14 43 6 
8 Cutting stencils 94 3 5 4 9 29 44 80 1 1.5 13 
9 Typing telegrams 93 1 1 8 12 34 37 54 6 31 16 
10 Typing form letters 90 2 7 10 9 18 44 lU 10 34 6 
11 Typing statistical 
work 87 6 7 4 6 26 38 39 4 38 18 
lZ Typing articles 
and manuscripts 77 9 8 6 5 13 36 36 4 35 18 
13 Typing bills and 
invoices 74 2 8 9 14 7 34 31 20 33 12 
14 Typing postal 
cards 69 0 0 1 5 13 so 42 7 J.8 1 
15 Typing legal 
documents 67 10 5 4 3 4 4J. 32 2 43 28 
16 Typing orders 64 6 2 6 4 13 33 15 23 30 7 
17 Typing cheeks 62 1 3 2 13 15 28 33 11 24 14 
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Typing (continued) 
18 Making master 
sheets for liquid 
and gelatin 
duplicators 60 3 7 6 7 17 20 45 3 14 18 
19 Typing policies 33 4 2 0 1 1 25 17 10 18 16 
20 Typing other 
masters 6 0 1 1 1 3 0 3 0 0 2 
21 Copywri ting 3 1 1 0 0 1 0 0 0 2 2 
22 Proofreading 2 0 1 0 0 1 0 0 0 0 0 
24.5 Press releases 1 0 0 0 0 1 0 0 0 1 0 
24.5 Typing cables 1 0 0 1 -0 0 0 0 0 1 1 
24.5 Changing ribbons 1 0 0 0 0 0 1 1 0 0 1 
24.5 Typing technical 
books and reports 1 0 1 0 0 0 0 1 0 0 0 
Office Machines 
1 Ten-key adding 
machine 58 3 4 6 5 18 22 44 1 13 18 
2.5 Standard electric 
typewriter 55 27 4 1 1 4 18 52 3 12 46 
2.5 Mimeograph 55 1 4 5 1 21 23 ~ 1 ll 16 
4 Burrougbs adding 
machine 39 1 2 3 6 8 19 36 2 6 18 
5.5 Ditto machine 38 0 1 4 2 13 18 40 1 5 ll 
5.5 Monroe, Marchant, 
or Friden Calcu-
lator 38 3 4 1 6 11 12 35 1 12 29 
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I 
Office Machines ~continued) 
1 Adding on 
machine 35 3 1 3 3 10 15 34 1 8 29 
8 Multiplying on 
machine 24 1 1 2 2 5 13 29 1 6 25 
9 Executive elee-
trio typewriter 22 8 0 0 0 3 11 24 3 1 17 
10 Dividing on 
machine 18 1 0 2 1 3 11 22 1 6 22 
11 Sunstrand 15 0 1 1 1 0 12 21 1 5 14 
12 Gelatin dup1i-
ca. tor 14 1 0 1 0 2 10 24 2 4 6 
14 Hectograph 12 0 1 1 0 2 8 23 2 4 9 
14 Bookkeeping 
machine 12 0 0 0 0 2 10 20 1 7 17 
14 Billing machine 12 1 0 0 0 0 11 18 2 6 16 
16 Listing machine 11 0 0 0 0 0 ll 19 4 3 9 
17 Teletype 1 0 1 3 1 2 0 1 1 2 5 
18 Addressograph 2 0 0 0 0 1 1 2 0 0 2 
21 Validating 
machine 1 1 0 0 0 0 0 0 0 0 0 
2l Dictagraph 1 0 . o 0 0 0 0 0 1 0 0 
2l Microfilm 1 0 0 0 0 0 1 0 0 1 1 
21 Visual aids 1 0 1 0 0 0 0 0 0 1 1 
21 Check writer 1 0 0 0 0 1 0 0 0 1 0 
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Filing 
1 Alphabetic 
filing 123 7 ll 22 31 35 ll 19 7 38 15 
2' Subject filing 62 2 5 ll l3 19 12 33 7 27 7 
3 Keeping a 
follow-up file 52 4 1 10 13 10 14 29 6 21 12 
4 Numeric filing 46 5 1 6 12 15 7 37 4 l4 3 
5 Cross referencing 42 4 0 3 7 ll 17 26 2 21 5 
6 Sorting and coding 
material 32 2 3 4 6 8 9 20 , 15 5 
7 ~eographic filing 2l 0 1 3 6 1 10 19 2 10 4 
8 Soundex 12 0 0 1 0 0 11 17 2 7 2' 
9.5 Library catalogue 1 0 0 0 0 0 ]. 0 ]. 0 0 
9~ 5 Chronological file 1 0 0 0 0 1 0 1 0 0 0 
General Office 
1 Opening, sorting, 
and distributing 
mail 112 6 8 23 52 l.O 13 14 71 26 9 
2 Folding letters 
and inserting them 
into envelopes 103 6 2 16 59 14 6 69 15 17 2 
3 Ordering supplies 91 1 1 2 7 48 32 9 54 29 J.6 
4 Doing office 
housekeeping 77 3 0 2 hB 16 8 10 43 24 9 
5 Checking bills 
and invoices 51 3 2 ll 12 15 14 11 24 25 12 
6 Making out re-
quisitions 56 1 1 3 10 lB 23 8 28 2h 10 
64 
CD 
CD 
G) CD ~ ~~ ;a :~ itr i ,.-4 ~.tt fJ ~ ~.:l r-f ,.-4 G) .... .... ~ ~ ~~ 8 0 a~ :S~ s.. 0 ~~ :~ ..c: .g ..c:.o ~ CD !~ ~~ 0 00 iJ sH~ CD .,.., Oloi=i ()CI) ~~ ~a Rank Activity OJ.t &:,g s..o 8~ ~ 8 ~§ ~l"z.l l"z.I..C: ~..c: 
General Office (continued) 
7.5 Mald.ng bank deposits 55 1 2 2 10 26 l4 21 15 28 22' 
7.5 Making out receipts 55 2' 1 8 19 8 17 17 15 28 10 
9.5 Waiting on customers 45 10 3 10 5 3 14 6 25 25 14 
9.5 Keeping a check book 45 2 2 6 12 10 13 28 4 18 19 
11 Taking inventory 43 1 0 1 1 12 28 8 22 17 9 
12.5 Doing cashier work 37 5 5 4 4 4 15 9 19 15 5 
12.5 Operating switchboard 37 3 4 1 6 11 12 15 21 14 25 
14 Shaving Dictaphone or 
Ediphone cylinders 25 1 0 1 2 6 15 28 10 6 16 
15.5 Hospital admissions 4 1 1 0 1 0 1 1 2 0 0 
15.5 Reservations 4 0 0 0 1 2 1 0 0 2 2 
' 
17 Social. Security 3 0 0 0 0 1 2 0 1 1 0 
18 Expense accounts 2 0 0 1 0 1 0 0 2 0 0 
21.5 Transcripts 1 1 0 0 0 0 0 0 0 1 0 
21.5 Export busmess 1 1 0 0 0 0 0 0 0 1 1 
21.5 Proctoring 1 0 0 0 0 0 1 0 1 0 0 
21.5 Driving 1 0 0 1 0 0 0 0 1 0 0 
21.5 Recording grades 1 0 J. 0 0 0 0 0 0 1 0 
21.5 Messenger 1 0 1 0 0 0 0 0 1 0 0 
The significance of the total frequencies of the activities perfor.med 
by the respondents is shown by Table XII and in order to chart the total 
frequencies of the job activities, Division I in the questionnaire was re-
cJ.assified. Collimns A plus B, "more than 2 hours daily" and "from 1 to 2 
hours ~~" are referred to in Table XII as "major activity." Columns 
C plus D, "from l/2 to l hour d.ail.y" and "less than l/2 hour daily," become 
"reguJ.ar activity." "Occasional activity" is the classification for columns 
E and F. Then, with this new grouping, to compute the percentage of fre-
quency of performance, the "major" activities were added to the "regular" 
activities and the total obtained was divided by the "major" activities 
plus the "regular" activities plus the "occasional" activities. (This 
divisor is the same figure as the frequency llWilber.) 
In the same manner, the percentage of place for training emphasis 
was computed. In Division II column G, in school, plus column I, both 
school and job, divided by column G, in school, plus column H, on the job, 
plus column I, both school and job, was the formula used. 
Table X indicates that the .frequencz of job performance has nothing 
to do with the respondents' views concerning training emphasis. ln fact, 
many of the low frequena.r job activities carr,y a high school-training per-
centage which means the skill or the subject matter should be acquired or 
learned thorough].y in the classroom. The only job activities carrying a 
school-training emphasis percentage below 60, based on the formula already 
described, ares reporting on repairs, upkeep of office, equipment, and 
supplies; plalming work for others; real estate; bonds; taxes; ledger cards; 
figuring commissions; figuring death claims; cost keeping; interest; proof-
reading; validating machine; dictagraph; library catalogue; expense accounts; 
driving; messenger; opening, sorting, and distributing maU; doing cashier 
6S 
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work; taking inventory; waiting on customers; mald.ng out requisitions; 
doing office housekeeping; operating switchboard; and hospital admissions. 
The job activities carrying a school-training percentage between 60 
and 80, based on the formula described above, are: supervising employees; 
interviewing applicants for employment; answering the telephone; meeting 
callers; making appointments; preparing statistics; typing bills and in-
voices; cutting stencils; filling in printed forms; typing orders, inter-
office communications, and policies; ordering supplies; making bank de-
posits; ma.ld ng out receipts; and shaving cylinders. 
The job activities with school-training emphasis between 80 and 90 
per cent are: balancing cash; figuring interest on notes; typing letters 
from longhand, reports, cards for fUing, checks, and form letters; copy-
ing from rough drafts; operating listing machine; sorting and coding 
material for filing; and folding letters and inserting them in envelopes. 
School-training percentages between 90 and 99 1ere assigned as a re-
sult of the data furnished by' the respondents as follows 1 taking dicta-
tion in shorthand and transcribing; typing from Ediphone, Dictaphone, 
Audograpb, or Soundscriber; composing letters at the typewriter; taking 
dictation at the typewriter; taking dictation of minutes and transcribing; 
making entries in general journal and in petty cash book; posting to general 
ledger and to acc01mts receivable ledger; figuring payrolls; typing tel.e-
grams; addressing envelopes; typing legal documents, articles, and manu-
scripts; typing statistical work, and postal cards; operating ten-key add-
ing machine, Burroughs, Sunstrand, Monroe, Marchant and Friden calculators, 
billing machines, bookkeeping machines, standard and executive electric 
typewriters, mimeograph, and liqUid and gelatin duplicators; filing by 
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alphabetic, numeric, subject, geographic, and Soundex systems; cross 
referencing, and keeping a follow-up file; and keeping a check book. 
The job activities carrying 100 per cent recommended school-training 
emphasis arez handling advertising records; law cases; foreign, telephone, 
and financial dictation; making entries in the sales and purchase journals; 
posting to accounts payable ledger; making trial bala.nee, profit and loss 
statement and balance sheet; figuring discounts; preparing bank statements 
and bills; calendaring accounts; weight accounting; preparing masters other 
than for liquid cr gelatin process; copywriting; preparing press releases 
and cables; changing ribbons; typing technical. books and reports; operating 
addressograph, microf'ihl, and visual. aid ~quipment, and the check writer; 
using the chronological. filing system; making reservations; handling Social 
Security records; preparing transcripts; understanding export business; and 
recording grades. 
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TABLE XII 
THE SIGNIFICANCE OF THE TOTAL FREQUENCY OF THE OFFICE ACTIVITIES PERFORMED 
BY THE RESPONDENTS AND WHERE THESE ACTIVTIIES SHOULD BE TAUGHT 
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Taking dictation 
in shorthand and Stenographic and 
transcribing 145 76 30 39 73 112 2 15 98 Secretarial. 
Answering the Stenographic and 
telephone 142 92 42 8 94 27 37 70 72 Secretarial 
Composing letters Stenographic and 
at the typewriter 138 23 34 81 hl 81 6 50 96 Secretarial 
Addressing en-
vel opes 130 28 78 24 82 87 9 27 93 Typing 
Meeting callers 128 57 49 22 83 26 26 66 78 Stenographic and Secretarial 
Typing reports 126 36 30 60 53 52 16 53 87 Typing 
Alphabetic filing 123 18 59 46 63 19 7 38 94 Filing 
Opening, sorting, 
distributing mail 112 14 15 23 79 14 71 26 36 General Office 
Typing letters 
from longhand lll 27 22 62 44 44 20 39 81 Typing 
Copying trom 
rough drafts 109 31 25 53 51 47 13 41 87 Typing 
Filling in printed 
14 forms 109 27 68 38 29 31 46 71 Typing 
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l.2 Typi ng inter-office 104 23 4l 40 62 33 16 4 70 Typing 
communicat:Lons 
13 Folding letters e.nd 10.3 8 75 20 80 69 15 17 85 General off ~ce 
inserting L~ en-
velopes 
lJl- Reporting on re- 98 5 15 78 20 10 51 29 43 St enographi 
pairs , upkeep of Secretari al 
c end 
office ,equipment 
and supplies 
15.: Making appoint- 97 23 32 42 57 19 27 43 70 Stenographi 
ments Secretarial 
c and 
15.: Typing cards f or 97 10 27 60 37 39 lit- 4.3 85 Typing 
filing 
17 Taking dic"G ation at 95 1 10 84 12 73 7 24 95 Stenographi and 
the ·~y-pewriter Secretarial 
18 Cutt.ing stencils 94 8 l3 73 2.2 80 1 15 71 Typing 
19 Typing telegrams 93 2 2.0 71 24 54 6 31 93 Typing 
20 Ordering supplies 91 2 9 80 12 9 54 29 70 General off: ce 
21 Typing f orm letters 90 9 19 62 31 43 10 34 88 Typing 
22 Typing statistical 87 13 10 64 26 39 4 38 95 Typing 
vmrk 
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23 .5 Doing office house- 77 3 50 24- 69 10 43 21+ 44 General off~ce-
keeping 
.23 .5 Typing 2x ticles and 77 17 11 49 36 36 4 35 95 Typing 
manuscripts 
25 Typing bills and 74 10 23 41 45 31 20 33 76 Typing 
26 Supervising em- 73 16 9 48 34 8 29 47 65 Stenographic ar d 
Secretarial 
27 Pl~nning work f or 72 li~ 11 47 35 7 37 36 52 Stenographic ar d 
others Secretarial 
28 Taking diC'Iiation 70 4 3 63 10 57 4 19 95 Stenographic ar d 
of minutes and Secret,arial 
transcribing 
29 Typing postal cards 69 0 6 63 87 42 7 18 90 Typing 
30 TYlJing legal docu- 67 15 7 45 33 32 2 43 97 Typing 
ments 
31 Typing orders 64 8 10 46 .28 15 23 30 66 Typing 
32 Typing from Ed.i- 63 17 3 43 32 50 4 23 95 Stenographic an d 
phone, Dictaphone, Secretari al 
Audograph, Sound-
scriber 
33 .5 Subject f iling 62 7 23 31 48 33 7 27 90 Filing 
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33.5 Typing checks 62 4 15 43 31 33 l l 24 84 Typing 
35 Making masters 60 10 1.3 37 38 45 3 111- 95 Typi ng for gelatin end 
liquid duplicators 
36 Ten-key addLJ.g 58 7 11 40 31 44 l 1.3 99 Off'i :::e machines 
machine 
37 Checking bills 57 5 23 29 
a...n.d i nvoices /+9 
11 2/+ 25 60 General Of fice 
38 Making out requi- 56 2 13 41 27 8 28 24 53 General offi ce 
sit i ons I 
60 96 40 .5 StFti1dard electric 55 31 2 22 52 3 l2 Office machines typevtrH er 
/+0 ·5 I~imeograph 55 5 6 44 20 57 1 11 99 Office machines 
40 .5 Maki ng bank 55 3 12 40 28 21 15 28 77 General office deposits 
40.5 Makine out 55 3 27 25 55 17 15 28 75 General offi ce 
receipts 
43 Keeping follow- 52 5 23 2/+ 54 .29 6 21 90 Filing 
up f ile 
44 Nruneric filine /~f:) 6 l S 22 52 37 4 14 93 Filing 
45.5 l·iaitine on cus- 45 13 15 17 
torners 
62 6 25 25 56 General office 
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45 .5 Keeping a check- 45 4 18 2.3 
book 
47 T alr..ing inventory 113 1 2 40 
48 Cross referencing L12 4 10 28 
L19 Burroughs adding 39 3 9 2.7 
mr.chine 
50 .. 5 Ditto machine 38 1 6 21 
50 . 5 ll(onroe ,1\'iarch& nt , 38 7 7 23 
Friden C£ ...l c1U.dor 
52. .5 OperR.ting. switch- 37 7 7 23 
board 
52. .5 Doin3, ct:tSllier Bor1 37 10 8 19 
5/.:. Adding on machine 35 4 6 2.5 
55.5 Bal ancing cc..sh 3L;. 2 6 26 
55 .5 Int erviewing al).P1i 34 1 1 32 
c1:mt s f or em-
ployment 
57 Typi nt; .Po1ieieE: 33 6 1 26 
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14 8.2 
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General office 
Generr~l offi ce 
Filing 
Offi ce ma.chinss 
Offic;e machines 
Offi ce machines 
Gener al office 
General off ice 
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Stenogr aphic E•.nd 
Secret::: rial 
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58 Sorting <md codi ng 3.2 5 10 17 47 20 5 15 88 Filing 
materiB.l 
59 Makine ent ries in 30 3 11,. 13 57 16 1 18 97 Bookkeeping 
General J ournCJ.1 
60 Maki ng ent r i es in .28 .2 9 17 39 13 2 15 93 Bookkeepi ng 
Petty Cash Book 
61.5 Shaving cylinders 25 1 3 21 16 28 10 6 78 General of fic e 
61.5 Fi 6uring Payr olls 25 2 3 20 20 lL:- 1 17 97 Bookkeeping 
63 .5 Fi gur i ng Disco~tnts .24 4 4 16 33 13 0 ~- 100 Bookkeeping 
63 .5 Multiplying on .24 2 4 18 25 26 1 6 97 Offi ce Inf;_chi :r. .es 
machines 
65.5 Post ing to Gener al 23 5 5 13 43 1.2 1 15 96 Bookkeeping 
Ledger 
65 .5 Post ing to Account:: 23 6 4 13 43 13 2 13 93 Bookkeeping 
Receivabl e Ledger 
67 Exec·ut ive electr i c 22 8 0 14 J6 2-4- 3 7 91 Of f i ce machi n s 
t ypewri ter 
68 Geogre.phi c fi l ing 21 1 9 11 4f3 19 2 10 94 Filing 
69 Making T rie.1 19 2 0 17 11 12 0 13 100 Booldceeping 
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70 .5 Dividing on ma chi ne 18 l 3 
70 . 5 Making ent ries in 18 3 4 
.S ales J ournal 
72 .5 
I 
fJicJdne Balance :' 16 0 1 
Shee-t; ; 
' 
Posting to A6cou.nts 
•' 
72 .5 16 2 3 
Puy ab1e Ledger 
75 Sun str and 15 1 2 
75 Making entrie s i n 15 1 5 
Purcha se J ourno.l 
75 1Figuring interest 15 0 0 
on notes , etc . 
77 Gelc:.tirl duplicator l4 1 l 
7$ Maldng Profit and 13 0 0 
Loss St at ement 
80 .5 Hectogr aph 12 l 1 
80 .5 Sounde:x. f iling 12 0 1 
80 .5 Bookkeeping machine 12 0 0 
• 
...., t> 
ell ~~ ~ ~ 0 -P ........ U,()Q) . .-~ . .-~ r .... -.ea t> ...., (Jl i> 0 C'.S ··-1 "!.. ~ 0 0-~ . (]) 
..<:1 0 o r.=:J ~ c 0 0 ·-'11 '-J' (/) 
~- 22 22 
ll 39 l l 
15 6 l4 
11 31 11 
12 20 21 
9 40 13 
15 0 10 
12 l4 24 
13 0 12 
10 17 23 
11 8 17 
12 0 .20 
...., 
o .a 
0 0 
.a ..C: f-:l 
0 0 
f-;) (!)"-.. 
l 6 
0 12 
0 9 
0 10 
1 5 
0 11 
3 10 
2 4 
0 9 
2 4 
2 7 
1 7 
.-
~j1 ~ E (/)~~ 
9'7 
100 
100 
100 
9'7 
100 
f!J7 
93 
100 
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80 .5 Billing machine 12 1 0 11 
83 Listing machine 11 0 0 11 
8L1- St ati stics 9 3 2 4 
85 .5 Bank st c.tement s 7 2 1 4 
85.5 Teletype 7 1 4 3 
87 Preparing masters 6 l 2 3 
89.5 Bonds 4 2 1 1 
89 . 5 Hospit al admissions 4 2 1 1 
89.5 Reservations 4 0 1 3 
89.5 Taxes 4 0 0 4 
95 Advertising records J 1 2 0 
95 C opywrit ing 3 2 0 1 
95 Bills J 0 1 2 
95 Ledger co.rd. fl 3 1 0 2 
95 Calendaring account~ 3 l 0 2. 
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92 Off ice machine~ 
85 Office machine:: 
71 BookkeeJ:)ing 
100 Bookkeeping 
33 Office machines 
100 Typing 
0 Bookkeeping 
50 General office 
100 General office 
33 Bookkeeping 
100 Stenographic an 
S ecreta.rir,_l 
100 Typing 
100 Booldceeping 
50 Bookkeeping 
100 B ool.dceeping 
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95 Socia.l Security 3 0 0 3 
95 Lc.w ca ses 3 l 0 2 
100.5 Proof r ec.ding 2 l 0 l 
100.5 Fit;uring com- 2 0 l l 
mi ssions 
100.5 F .. xpense a ccounts 2 0 l l 
100 .5 Addr essogr aph 2 0 0 2 
ll5 Figuring death l l 0 0 
claims 
115 Transcri pt s l l 0 0 
115 Export business l l 0 0 
115 Validating ma chine 1 l 0 0 
115 Fotei g11 dictation l l 0 0 
115 Typing technical l l 0 0 
books and report s 
115 Dictagr aph l 0 l 0 
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115 Chronological f ile 1 0 0 1 0 1 0 0 100 Filing 
115 Library catalogue 1 0 0 1 0 0 1 0 0 Filing 
115 Height accounth2g 1 0 1 0 100 0 0 1 100 Bookkeeping 
115 Cost keeping 1 0 0 1 0 0 1 0 0 Bookkeeping 
115 Int.erest 1 0 0 1 0 0 0 0 0 Bookkeeping 
115 Proctoring l 0 0 1 0 0 1 0 0 General office 
115 Driving l 0 1 0 100 0 l 0 0 General office 
115 Recording grades l 1 0 0 100 0 0 1 100 General office 
115 Microfilm 1 0 0 1 0 0 0 1 100 Office machines 
115 Visual aids l 1 0 · 0 100 0 0 1 100 Office machines 
115 Check writer 1 0 0 0 0 0 0 1 100 Of fice machines 
115 Telephone dictation 1 0 0 1 0 0 0 1 100 Stenographic and 
Secretar ial 
115 Messenger 1 1 0 0 100 0 1 0 0 General of fice 
115 Finrillcia1 dictation 1 0 0 1 0 1 0 0 100 Stenogr aphic and 
Secret arial 
115 Changine ribbons 1 0 0 1 0 1 0 0 100 Typing 
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The final SlllJll1lal7 of Tables X, XI, and XII is shown in Table XIII. 
All of the reported activities are arranged b,y classification and accord-
ing to rank within each classification. Each activity is listed with its 
own time-frequency per cent and ita school-training per cent. These same 
figures appear in Table XII. The time-frequency percentage and the school-
training percentage are extreme:cy- important to the course planners as far 
as course content and emphasis are concerned. 
In the stenographic and secretarial activities section only four 
show a school-training percentage ot 60 or below. They are: composing 
letters at the typewriter; reporting on repairs, upkeep of office, equip-
ment and supplies; planning work for others; and real estate. Those ac-
tivities in this same area w1 th school-training percentages between 60 and 
80 are: answering the telephone; meeting callers; mald.ng appointments; 
supervising employees; and interviewing applicants for employment. No job 
activity carries a percentage of school-training between 80 and 90. Ac-
tivities with percentages between 90 and 99 are: taJdng dictation in short-
hand and transcribing; taking dictation at the typewriter; taking dicta-
tion of minutes and transcribing; and typing from Ediphone, Dictaphone, 
Audograph, and Soundsoriber. Those activities performed by stenographers 
and secretaries which, according to the respondents, require 100 per cent 
school training are advertising records; law oases; and foreign, telephone, 
and financial dictation. 
Since it has been shown by' this survey that 73 per cent of the re-
spondents were employed as stenographers or secretaries (Table II), the 
interpretation of TS:>le XIII for the other job classifications wW. be 
less detailed. However, school training of 90 per cent or higher for the 
79 
following bookkeeping activities was recommended b.f the respondents: 
making entries in the general journal, the petty cash book, the sales 
journal, and the purchase journal; figuring payrolls and discounts; 
posting to the general ledger, the accounts receivable, and the accounts 
payable ledgers; making a trial balance, a profit and loss statement, 
and a balance sheet; bank statements; billa; calendaring accounts; and 
weight accounting. 
Typing activities showing school-training percentages of 95 or 
aver are: typing statistical work, articles, manuscripts, legal documents, 
master sheets :for gelatin or liquid duplicators, other masters, and 
technical books and reports; copywri ting; preparing press releases and 
cables; and changing ribbons. 
All of the office machine activities with the exception of the 
teletype carr,y school-training percentages of 85 or higher and most of 
these were over 90. 
The filirig activities show school-training percentages over 90 ex-
cept sorting and coding material, 88 per cent, and library catalogue, 
0 per cent. 
The onlY general office activities with school-training emphasis 
over 90 per cent are keeping a check book; making reservations; handling 
Social Security recorda; preparing transcripts; working with export busi-
ness; and recording grades. 
80 
8J. 
TABLE XIII 
SIGNIFICANCE OF ACTIVITIES m EACH CLASSIFICATION 
Time Frequency School-training 
Rating In Rating In 
Rank Activity Per Cent Per Cent 
Stenop-aphic and Secretarial 
1 Taking dictation in shorthand and 
transcribing 73 98 
2 Answering telephone 94 72 
3 Composing letters at the typewriter lll so 
4 Meeting callers 83 78 
.5 Reporting on repairs 1 upkeep of office, 20 43 
equipment, and supplies 
6 Ma.k:l.ng appointments .57 70 
7 Taking dictation at the typewriter 12 9S 
8 Supervising employees at any time 34 6.5 
9 Planning work for others 3.5 .52 
10 Taking dictation of minutes 
and transcribing 10 95 
11 Typing from Ediphone, Dictaphone, 
Audograph, and Soundscriber 32 9.5 
12 Interviewing applicants for employment 6 61 
13. S Advertising records 100 100 
13.; Law oases 33 100 
16.; Foreign dictation 100 100 
16 • .5 Telephone dictation 0 100 
16 • .$ Financial dictation 0 100 
16 • .$ Real estate 100 0 
Bookkeeping 
1 Balancing oash 24 82 
2 Mald.ng entries in General Journal ~ 97 
Rank Activity 
.3 Making entries in Petty Cash Book 
4 Figuring payrolls 
5 Figuring discounts 
6.5 Posting to General Ledger 
6.5 Posting to Accounts Receivable Ledger 
8 Making a trial balance 
9 Making entries in Sales Journal 
10.5 Making Balance Sheet 
10.5 Posting to Accounts Payable Ledger 
12.5 Making entries in Purchase Journal 
12.5 Figuring interest on notes, drafts, etc. 
J.4 Making Prof'it and Loss statement 
15 Statistics 
16 Bank Statements 
17.5 Bonds 
17.5 Taxes 
20 Bills 
20 Ledger cards 
20 Calendaring accounts 
21 Figuring commissions 
2.3.5 Figuring death claims 
23.5 Weight accounting 
23.5 Cost keeping 
2.3.5 Interest 
Typing 
1 Addressing envelopes 
2 Typing reports 
Time Frequency 
Rating In 
Per Cent 
20 
3.3 
4.3 
43 
11 
.39 
6 
31 
40 
0 
0 
56 
4.3 
15 
0 
100 
.3.3 
.33 
50 
100 
100 
0 
0 
82 
53 
82 
School-training 
Rating In 
Per Cent 
9.3 
97 
100 
96 
9.3 
100 
100 
100 
100 
100 
87 
100 
71 
100 
0 
.33 
100 
100 
0 
0 
100 
0 
0 
93 
87 
Rank Activit, 
3 Typing letters from longhand 
4. 5 Copying .tram rough drafts 
4.5 Filling in printed .forms 
6 Typing inter-office communications 
7 Typing cards .tor .til.ing 
8 Cutting stencils 
9 Typing telegrams 
10 Typing .form letters 
11 Typing statistical work 
12 Typing articl.es and manuscripts 
13 Typing bills and invoices 
l.4 Typing postal earda 
1.5 · Typing legal documents 
1.6 Typing orders 
1.7 Typing checks 
18 Making master sheets .tor liquid 
and gelatin duplicators 
1.9 Typing policies 
20 Preparing masters 
2l. Copywriting 
22 Proofreading 
24.5 Press releases 
24.5 Typing cables 
24.5 Changing ribbon~~ 
24.5 TYPing technical books and reports 
Time Frequency 
Rating In 
Per Cent 
44 
51 
38 
62 
37 
22 
24 
31 
26 
36 
45 
87 
3.3 
28 
31 
38 
2l. 
50 
67 
-50 
0 
100 
0 
].()() 
School-training 
Rating J:n 
Per Cent 
81 
87 
71. 
70 
85 
71 
93 
88 
95 
95 
76 
90 
97 
66 
84 
95 
78 
l.OO 
].00 
0 
100 
100 
l.OO 
100 
83 
84 
Time Frequency 
Rating In 
Rank Activity Per Cent 
otfice Machines 
1 Ten-key adding machine 3l 99 
2.5 Standard electric typewriter 60 96 
2. 5 Mimaograph 20 99 
4 Burroughs adding machine 31 95 
5.5 Ditto machine 18 98 
5.5 Monroe1 Marchant or Friden calculator 37 98 
7 Adding on machine 28 98 
8 Mllltipl.ying on machine 25 97 
9 Executive electric typewriter 36 91 
10 Dividing on machine 22 97 
ll Sunstrand 20 97 
l2 Gelatin duplicator l4 93 
l4 Hectograph 17 93 
l4 Bookkeeping machine (} 97 
l4 Billing machine 8 92 
16 Listing machine 0 85 
17 Teletype 71 33 
18 Addressograph 0 ' 100 
21 Validating machine 100 0 
21 Dictagraph 100 0 
2l Microfilm 100 100 
2l Visual aids 0 100 
2l Check writer 0 100 
Filin_g 
1 Alphabetic filing 63 94 
2 Subject .filing 48 90 
Rank Activit, 
3 Keeping follow-up f'Ue 
4 Numeric filing 
5 Cross referencing 
6 Sorting and coding material 
7 Geographic filing 
8 Soundex 
9. 5 Library catalogue 
9. 5 Chronological fUe 
General Office 
Time Frequency 
Rating In 
Per Cent 
54 
$2 
33 
47 
48 
8 
0 
0 
1 Opening, sorting and distributing mall 79 
2 Folding letters and inserting them 
into envelopes 
3 Ordering supplies 
4 Doing office housekeeping 
5 Checking bills and invoices 
6 Making out requisitions 
7. 5 Making bank deposits 
1.5 Making receipts 
9.5 Waiting on customers 
9. 5 Keeping check book 
11 Taking inventory 
12 • .$'Doing cashier work 
12.5 Operating switchboard 
l4 Shaving Dictaphone and Ediphone cylinders 
15.5 Hospital admissions 
15.5 Reservations 
80 
12 
69 
49 
27 
28 
55 
62' 
49 
7 
49 
38 
16 
15 
25 
BS 
School-training 
Rating In 
Per Cent 
90 
93 
96 
88 
94 
92 
0 
100 
85 
70 
44 
60 
53 
77 
15 
56 
92 
53 
56 
58 
78 
50 
100 
86 
Time Frequency School-training 
Rating In Rating In 
Rank Activity Per Cent Per Cent 
17 Social Security 0 100 
18 Expense accounts so 0 
21.5 Transcripts 100 100 
21.5 Export business 100 100 
21.5 Proctoring 0 0 
21. 5 Driving 100 0 
21.5Recording grades 100 100 
21.5 Messenger 100 0 
CHA.P'l'ER VI 
SUMMARY AND CONCLUSIONS 
The problem as stated in Chapter I was to determine the effectiveness 
ot the two-year secretarial training program at Boston University College 
of Practical .Arts and Letters and to recommend curriculum revisions if 
necessary. In order to obtain data on which to base the solution of the 
problem, 310 survey questionnaires and job activities check lists were 
mailed to two-year secretarial majors who were graduated during a five-
year period. The material was returned by 167 Associate Degree holders 
or 54 per cent of the questionnaires and check lists mailed. 
The following facts were determined and conclusions formulated from 
the data obtained by the survey: 
l. o:r the 167 persons who returned questionnaires 122, or 73 per 
cent,were classified as stenographers or secretaries at the time of the 
study. 
2'. Thirty"-sb:, or 22 per cent or those who returned the survey 
material., indicated that they had completed some type or post-college 
training. 
3. Only 19 per cent, or a total of 31 individuals, were 'Wlemployed 
at the time o:r the study. This total of 31 was distributed as follows: 
28, marriedJ two, attending schoolJ and one, inability to obtain job de-
sired. 
4. The probl.em of adjustment from college to business was not a 
major one since 46 per cent or the individuals who completed the survey 
material were still employed by their original employers, 29 per cent 
were 1n their second position, 24 per cent were holding their third job; 
and only one Associate Degree holder had had seven different employers 
over the five-year period beween graduation in 1948 and the time of the 
survey. 
5. Sixty-four per cent o.f the total respondents obtained their 
first full-time positions during the first month following graduation; 
11 per cent during the second month; 18 per cent between the third and 
f'i.fth months; 4 per cent between the sixth and eighth months; and 3 per 
cent after the ninth month. The qua.li ty of the secretarial training re-
ceived b.1 the Associate D~gree holders had influence, o.f course, on this 
excellent employment record; but the prevailing employlllent market situa-
tion also was responsible to some extent, at least. 
6. Thirty-three per cent o.f the total respondents indicated that 
their initial positions were obtained through the efforts of the Boston 
University Placement Bureau; 25 per cent .found their first jobs by means 
of personal contacts,; 20 per cent bad registered at commercial employment 
agencies and thereby were placed in their first jobs; 9 per cent relied on 
.friends for assistance; 6 per cent had answered advertisements with suc-
cess; and only 2 per cent were placed with the aid of relatives. 
7. Not o:ricy" were the wo-year graduates placed prompt:cy 1 but they 
were placed in most cases to their own satisfaction. one hundred thirty-
six respondents completed the "job satisfaction " part of the question-
naire and 119 indicated satisfaction while only 17 replied that they were 
dissatisfied, pril1la.ril:y" because a£ low salary or lack of responsibility. 
B. The average beginning weekly salary was $36.23; the average end-
ing or current (at the time of the survey salary was $49.45; and the 
average weekly salar,y increase amounted to $13.22. 
9. The three job activities with the highest time-frequency respec-
tively were: (a) taking dictation in shorthand and transcribing, 145; 
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(b) answering the telephone, 142; and (c) composing letters at the type-
writer, 138. 
10. Stenographic and secretarial job activities were the most fre-
quently performed, but that is to be understood since 73 per cent of the 
respondents were classified in this area. For example, addressing en-
velopes had a. frequency rank of 4; meeting callers, 5; typing reporte, 6; 
and alphabetic filing had a frequency rank or 7. 
ll. Office-machine activities did not appear on the frequency list 
until number 36. Sixty-three respondents indicated that they typed from 
Ediphone, Dictaphone, Audograph, or Soundscriber records. Of these 63 
respondents, 1.5 indicated that more training on these machines in school. 
woul.d have been beneficial to th811l. The ten-key adding machine had a rank 
of 36 on the frequency list ldth 58 reporting and 18 of these felt that 
additional. school training wouJ.d have been helpful. Other office-machine. 
activities carried frequency ranks of 49, 50~5, 54, 63.51 67, 10.5, 7.5, 771 
80.5, 83, 85.5, 100.5, and 11.5 out of a total frequency rank of 11.,5. These 
facts show that Associate Degree holders are not generally employed pri-
marily as office-machine operators. However, those respondents who reported 
machine operation as a part of their work indicated that additional school 
training on the machines would have been beneficial to them. 
12. Bookkeeping activities did not appear on the frequency table un-
til number 45.5 with 45 indicating that keeping a checkbook was one o£ 
their duties, and only 30 reported that making entries in the general 
journal. was part of their job responsibility. Like off'ice""'lllB.chine work, 
the study shows that the majority of the two-year graduates are not em-
pl0,1ed primar~ as bookkeepers. The number who indicated that additional 
school training in the bookkeeping area would be helpf'ul. was smaller than 
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those who suggested more school training in the office-machine area. 
13. The alphabetic filing system ranked seventh on the frequency list 
with 123 reporting; filing by subject had a frequency rank of 33 • .$ with 62 
respondents; numeric filing was the next system in order of frequency, 
44 with 46 replies; and geographic was fourth with a frequency of 681 2l. 
reporting. Those respondents who felt that additional school training in 
the filing area would have been beneficial were strictly in the minority. 
14. As far as general office activities were concerned, opening, 
sorting, and distributing maU had the highest frequency. Folding letters 
and inserting them in envelopes was the next most frequent activity per-
formed, and ordering supplies ranked third. Operating a switchboard ranked 
.$2. S with 37 reporting even though answering the telephone ranked 3 in fre-
quency in Table X with 142 reporting. 
1.$. There are numerous employment opportunities for women in business, 
but opportunities for advanceDtent to positions with higher salaries and 
more responsibilities come first to those women with professional training 
that is combined with general or liberal arts education. Therefore, equal 
emphasis MUSt continue to be placed on the general business and cultural 
courses as well as on the vocational or professional courses. 
As a result of the survey, recommendations for changes in the two-
year secretarial training program will be made in Chapter VII. 
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cHAP!'m vn 
RECOMMENDATIONS Fa?. IMPROVING THE TWO-YEAR 
SECRErARIAL TRAINING PROGRAM 
After analyzing the data obtained by the survey, the following 
recommendations for program of study revision and for changes in 
emphasis of course content, rather than for complete curriculum revi-
sion, are suggestedz 
1. Require office employment in line with the specific college 
training of at least eight weelaJ during the s'WIIJI1er between the first 
and second years. This should aid immeasurabl.y in making the adjust-
ment between college and business. 
2. :rn order to make the second-year vocational training more 
practical 8.nd therefore more valuable, utilize the University routine 
office work whenever feasible for classroom materials and assignments 
on the same basis that Jll8llY large businesses and industries use their 
stenographic pool for training and production purposes s:lmultaneous:cy. 
3. Since electric typewriters are being used in business more and 
more, and since the Associate Degree holders indicated a need !'or ad-
ditional school training in the use of electric typewriters 1 class-
room time during the second year should be devoted to this type of 
training as .trequent:cy as possible with the available equipment by 
means of a rotating plan. 
4. A need .tor additional machine transcription training was in-
dicated and, therefore, an increase in class time alloted to this train-
ing should be made. Since 25 o.t the respondents indicated that they were 
spending at least a part of their job time in shaving cylinders, it 
would appear that cyl.inder dictating and transcribing machines are still 
quite general.ly used, although disc-type machines are more modern. 
S. The secretarial training department should have available for 
student use at all times mimeographs, mimeoscopes, liquid and gelatin 
duplicators, listing machines, ten-key adding machines, comptometers and 
calculators; but, it also should be able to procure on a rental or loan 
basis other office machines such as Dictaphone, Ediphone, Soundscriber, 
Audograph, tape recorders, disc and cylinder recorders, mul.tiliths, 
addressographs, bookkeeping machines, etc. so that the students can be-
come familiar with the newest developments in office equipment. By hav-
ing the newest equipment in first-class operating condition available in 
the classroom for shorter periods of time, the cost to the College coul.d 
be kept at a minimum; yet, the students would have the supreme advantage 
of working, on a rotating plan, with the most modern and the finest equip-
ment. 
6. Dl order to supply the necessary- school training in telephone 
activities indicated as a definite need by the two-year graduates, incor-
porate in the second-year vocational courses training in the use of the 
telephone and the telephone switchboard. 
1. Content for transcription courses should include more dictation 
to students at the typewriter as well as assignments for composing letters 
at the t,ypewriter. Instruction and actual practice in meeting callers, 
customers, or clients should also be included in the professional course 
training. 
8. Emphasis in advanced typewriting assigmnents should be placed 
on those activities performed on the job most frequently. For example, 
typing letters from longhand, filling in printed forms, typing reports, 
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and copying from rough drafts. 
9. This study indicated a definite need for periodic review of the 
two-year graduates' job activities and experiences in order to keep the 
curriculums and the course content as near~ as possible in agreement with 
and supplementary to the needs of the prospective employers. 
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APPENDIX 
BOSTON UNIVERSITY 
CoLLEGE OF PRAcncAL ARTS AND LETTERS 
Larz Anderson Hall 
285 GoDDARD AVENUE, BRooKLINE 46, MAssAcHusETTs 
In 1952 we completed a follow -up study of our four -year graduate 
secretarial majors for the preceding five years . We are now making a sup-
plementary follow-up study of our two-year Associate Degree holders who were 
graduated from the Secretarial Studies department between June, 1948 , and 
June, 1952 . 
The information we obtain from this study will be helpful in eval-
uating our present two-year curriculums offered by the Secretarial Studies de-
partment, and it will be used as a basis for curriculum revision, if necessary . 
Your frank answers and opinions on the enclosed survey report 
and check list are necessary for the study . Without your help, our survey can-
not be successful. We hope that you will take a few minutes of your time to 
render this service to your alma rna ter and her future students . 
Names will not be referred to in any way in the survey but they 
are necessary to check returns . All information will be held in strict confi-
dence and the data will be used in tabulated form only. 
Because the success of the survey depends upon the responses re-
ceived, the return of the enclosed material within the next few days to Miss 
Elizabeth Hemmerly, whom I have authorized to make the survey, will be 
greatly appreciated . A stamped, addressed envelope is enclosed for your con-
venience . 
T . L. Davis 
Dean of the College 
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From: 
Miss Elizabeth S. Hemmerly 
285 Goddard Avenue 
Brookline 46, Massachusetts 
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DIVISION I DIVISION II DIVISION III 
Place a check mark in only one Frequency of performing Where activity Point of emphasis 
column of each of the three Divi- duties on present job should be taught of instruction 
sions to indicate your comment A B c D E F G H I J K L 
on each job or activity listed at More From From Less Once Monthly Both in More Less Enough 
the left of this sheet . than 1 to 2 l I 2 to l than or or less school instruction instruction instruction 
JOB OR ACTIVITY 2 hrs hrs hr l/2 hr twice fre- In On the and on in in in 
)tenographic and Secretarial Activities daily daily daily daily weekly quently school job the job school school school 
1 Taking dictation in shorthand and 
transcribing 
2 Typing from Ediphone, Dictaphone, . 
Audograph, Soundscriber 
3 Composing letters at the typewriter 
4. Taking dictation at the typewriter 
5 Supervising employees at any time 
6 E_lanning work for others. 
7 Interviewing applicants for 
emolovment . 
8 Taking dictation of minutes and 
transcribing 
9 Reporting on repairs, upkeep or 
office, equipment, and supplies 
LO Answering the telephone 
L 1 Meeting callers 
L2 Making appointments , 
.. 
L3 Other stenographic or secretarial 
duties not listed: ' 
Bookkeeping Activities 
14 Making entries in 
General Journal 
Petty Cast;t Book 
Sales Journal 
E_urchase Journal 
15 Balancing Cash. 
16 Posting to 
General Ledger 
Acct's Rec Ledger 
Acct's Pay . Ledger 
17 Making a Trial Balance 
18 . Making a Profit and Loss 
... . ,· 
Statement. 
-·· 
19 Making a Balance Sheet 
20 Figuring Discounts 
21 Figuring Interest on Notes, 
Drafts etc. 
22 Figuring Payrolls . 
23 Other Bookkeeping Activities 
not listed· 
"-
-
--· 
Place a check mark in only one A B c D E F G H I J K L 
column of each of the three Divi- More !''rom 
1
From Less Once Monthly Both in More Less Enough 
sions to indicate your comment than 1 to 2 l/2 to l than or or less school instruction instruction instruction 
on each job or activity listed at 2 hrs hrs hr . . 1/2 hr . twice fre- In On and on in in in 
the left of this sheet daily dail~,. d~ily daily weekly quently school the job the job school school school 
Typing Activities 
24 Typing letters from longhand . 
25 '!l._ping telegrams 
26 Addressing envelo12es . 
27 Typing reports . 
28 Typing cards for filing . 
29 Typing bills and invoices. 
30 Cuttinl! stencils . 
31 Fillinl! in orinted forms. 
32 Typing ·orders 
33 Typing checks. 
34. Typing form letters 
35 Typing legal documents . 
36 Typing articles and manuscripts 
37 Typing statistical work. 
38 T_yping inter -office commumcahons 
39 Copying from rough drafts. 
40 Typing policies 
41. Typing postal cards 
42 Making master sheets for 11qu1d 
end ielatin duQlicators. 
43 Other typing duties not listed: 
Office Machines 
44. Ten-key adding machine 
45 Burroughs adding machine 
46 Sunstrand. 
47 Monroe, Marchant, or 
Friden calculator. 
48 Billing machine 
49 Comptometer or Burroughs . 
calculator for 
adding 
multiplying 
dividing 
50 Bookkeeping machine 
Dean Davis asked me it we had received your com-
pleted questionnaire. When I told him that it had 
not reached us yet, he suggested that I urge ,-oa. 
to retllm it as soon as possible because he is 
particular~ anxious to have your repl;y included 
in the survey tabulations. 
Won•t you send it back to me immed.iatel.Tl 
Thank you. 
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JOB ACTIVITY NO. 
1950 1951 1952 
